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Report of the Commission 



To His Excellency, 

HENRY A. BUCHTEL, 

Governor of the State of Colorado: 

The Civil Service Tiaw adopted by the Sixteenth Legislative 
Assembly of the State of Colorado entitled, "An Act in Rela- 
tion to Civil Service in State Institutions and Municipalities/' 
was approved by your Excellency on March 30, 1907, and be- 
came effective on June 30, 1907. Prior to this Act there were 
only two examples of Civil Service les^islation in Colorado. The 
first was that contained in Article XX of the State Constitu- 
tion submitted by the Thirteenth General Assembly and 
adopted by popular vote in October, 1902, which provided for a 
limited application of the Merit System in the charters of the 
City and County of Denver and of other cities which may elect 
to avail themselves of its provisions. It made it mandatory 
that the Departments of Fire and Police, and of Public Works 
and Utilities, should be placed under Civil Service regulations. 
It is under this provision that Colorado Springs, on November 
3, 1908, voted by a majority of over 6,000 to frame its new ('har- 
ter. The second was an Act passed by the Fourteenth General 
Assembly, in April, 1903, entitled, "An Act Concerning Irriga- 
tion Division Engineers and Other Irrigation Officers," which 
provided for five division irrigation engineers to be appointed 
by the Governor from a class of eligibles to be created by ex- 
aminations held by the State Engineer, but without regard, how- 
ever, to their comparative eligibility. The greatly increased 
efficiency in the public services affected, realized from the en- 
forcement of these laws, created a public demand for a further 
extension of the Merit System, which resulted in the passage 
of the Act by the last Assembly. 

ORGANIZATION. 

On April 11, 1907, your Excellency appointed Henry Van 
Kleeck, Charles R. Brock and James H. Pershing as Civil Serv- 
ice Commissioners to enforce this law. The Commission or- 
ganized on September 5, 1907, by electing Henry Van Kleeck 
President and James H. Pershing Secretary jfro tern. Several 
months prior to this time the Commission had been in consul- 
tation with Civil Service experts throughout the country rela- 
tive to the rules and regulations to be adopted. We feel that 
we are especially indebted to Elliott H. Goodwin, Secretary of 
the National Civil Service Reform Leas^ue, for his able counsel 
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and advice in formnlating the rules, which we finally submitted 
to you on September 5, 1907. The rules as set forth in full 
elsewhere herein were finally approved by you on December 10, 
1907. Thereupon the Commission proceeded to draft regula-. 
tions for the guidance of applicants in examinations to be held 
under the Civil Service Law. 

EXAMINATION FOR SECRETARY AND CHIEF EXAMINER. 

While some question was raised as to whether this office 
was included in the classified service, and the Attorney General 
expressed an opinion that it was not, yet the Commission deter- 
mined to make the appointment through competitive exami- 
nation as the best means at its command of ascertaining the 
person best qualified to fill the position. The examination was 
held on January 24 and 25, 1908, and was conducted personally 
by the members of the Commission, with the President acting 
as Chief Examiner. 

There were 46 applications filed for this examination, of 
which 15 were rejected as showing insuflScient education or ex- 
peHence. Of the 31 accepted, 29 applicants presented them- 
selves for the written examination, which occupied the whole 
of the first day, in which the Commissioners were assisted by 
Mr. Verner W. Campbell, Secretary of the Eleventh District of 
the Federal Civil Service Commission. Among the candidates 
were clergymen, doctors, lawyers, professors, teachers, students, 
clerks, business men and one ex-college president. The subjects 
of the written examination and their relative weights on a scale 
of 20, were as follows: 

SUBJECTS WEIGHTS 

1. Spelling 1 

2. Copying from Rougli Draft 2 

3. Arithmetic 2 

4. Penmanship 1 

5. Thesis 4 

6. General Information 1 

7. Civics and Government 2 

8. Civil Service Law and Practice 2 

9. Office Methods and Correspondence 2 

10. Education and Experience 3 

The oral examination, for the purpose of testing the char- 
acter, judgment and temperament of the applicants, of which 
a written record was made by a stenographer, consumed the 
entire second day. The relative weights given to the two ex- 
aminations are as follows: 

Written examination, relative weight 70 

Oral examination, relative weight 30 

Total weight 100 
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It will be noted that 15 per cent, of the written examina- 
tion was given to Education and Experience, as shown by the 
applicant's record of opportunities, which, with the 30 per cent, 
of the relative weight given to the oral examination, made a 
total weight of 45 per cent, given to subjects other than the 
candidates' mental acquirements. 

Of the candidates examined, 21 obtained more than 70 per 
cent., the final average rating required for the eligible list, 
and 8 did not qualify. The result was that George P. Winters, 
of Denver, a practicing lawyer, who received the highest aver- 
age rating, was appointed Secretary and Chief Examiner. 

SCARCITY OF APPLICANTS. 

Like all new civil service commissions we have exper- 
ienced difficulty in securing a sufficient number of applicants, 
due, principally, we believe, to two causes. In the first place 
a new program of this kind must be persistently advertised be- 
fore it can be a success. The Commission, owing to the failure 
of the legislature to make any appropriation, has had no funds 
with which to advertise at all, except to give the formal notice 
of examination required by law. Applicants very naturally ap- 
ply directly to the institution in which they desire employment, 
and when they learn that they must apply to the Commission 
and must stand an examination they often proceed no further. 
Many are unwilling to put forth the necessary effort to apply 
to the Commission; others feel that they will be found un- 
worthy. These classes are no loss, but a considerable number 
go no further because of a mistaken idea as to the nature of 
these examinations. This must be a matter of education. We 
must make the civil service examination a popular thing be- 
fore it can be a success. When applicants learn that they must 
apply to the Commission direct and that the examinations are 
fair and practical, giving all an equal chance, the Commission 
will have sufficient applicants for all vacancies. We are glad 
to report that the number of applicants is gradually increasing, 
and we believe that we are now in a position to secure enough 
for all vacancies which pay a fair salary. 

INSUFFICIENT SALARIES. 

But the Commission can never expect to secure a sufficient 
number of capable and efficient persons of good character to 
fill positions which are wretchedly under-paid. In some cases 
the salaries themselves are almost prohibitive. And where ap- 
plicants are required to pay a fee of fl.OO and to stand some 
sort of an examination, no matter how simple it may be, it be- 
comes practically impossible to secur(^ enough of the right kind 
of people. As a result the Commission is compelled to hold 
examinations over and over again for the same positions, be- 
cause people can not be induced to compete for positions that 
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do not carry an adequate salary. For example, Matrons at the 
State Home for Dependent and Neglected Children receive 
125.00 per month and maintenance, and Assistant Matrons, Re- 
lief Matrons, etc., receive f20.00 per month and maintenance. 
It is submitted that children who have been neglected or im- 
properly cared for and who have not had the advantage of 
proper home training, should be cared for by motherly women 
of good character and refinement and some education, yet it 
is entirely out of the question to hope to secure the services of 
peofjle of this class for such a low compensation. We do not 
wish to criticise the management or the Superintendent of the 
Home, because we appreciate that the best possible use is being 
made of the money available, and that a wonderful amount of 
good is being done on a very small appropriation, but we do 
feel that these positions should be properly paid, so that women 
of character and refinement can be induced to enter the work 
to a larger degree than is now possible. 

We have experienced the same difficulty in providing help 
for the Insane Asylum, and for the same reason. Nurse-attend- 
ants on beginning work are paid from $25.00 to $30.00 a month 
and maintenance. The insane, as we all know, are a very help- 
less and dependent class. Caring for them should be a science, 
and attendants should be persons of a high degree of skill in 
their profession, but when only $25.00 or $30.00 per month is 
offered there is very little hope of getting persons of this class. 
The Colorado Asylum is not alone in paying poor salaries; in 
fact, the salary paid is probably about the average given 
throughout the country, yet all over the United States the same 
difiiculty is experienced in securing properly qualified pert^ons. 
These positions should be paid a living salary, and the require- 
ments should be made high enough to secure skilled help. 
Registered nurses of this state who care for the sick command 
$25.00 per week and maintenance without difficulty, and prac- 
tical nurses who are not registered and possibly who have not 
even had a complete training command $15.00 per week with 
maintenance. The State should have people who are just as 
competent to care for its unfortunate charges, even if it has 
to pay as much. People suffering with unbalanced minds are 
frequently in a state of delicate nervous sensibility, and should 
be cared for by persons not only of skill but of some culture and 
refinement. 

Again, we wish to make it clear that we appreciate the 
fact that the management of the Insane Asylum has been do- 
ing its very best to secure competent help at the salary men- 
tioned, but we believe that competency, skill and refinement 
are matters of the first importance, and that the salaries paid 
should aid rather than hinder in the accomplishment of this 
end. We pay our prison guards $60.00 per month and main- 
tenance to look after the criminals of the State, while we offer 
attendants for the unfortunate insane only half as much. 
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GRADED SALARIES. 

In this connection we wish to suggest that we believe it 
would materially benefit the service if the institutions affected 
by the Act would take steps to inaugurate a system whereby 
provision could be made for the gradual increase of the salaries 
of employes from the time they enter service until the salary 
reaches a given maximum. For example, if an employe enters 
service at $25.00 a month, we would suggest that at the end of 
every six months of satisfactory service he should receive an 
additional |2.00 per month (or some such sum) until a maximum 
of, say, $35.00 per month, is attained. Some system of this 
kind adapted to the peculiar needs of each institution would, 
we believe, assist materially in securing and retaining the 
services of efficient employes in a way that is not now possible. 
Most everyone likes to look forward to something better than 
the position that he now holds, and the few that have no am- 
bition of this kind are usually not worthy of employment. 

EXAMINERS. 

The law provides that the Commission may call on any 
State official to assist in its examination, but provides no com- 
pensation for these examiners. A number of public spirited 
men and women in the ditferent towns of the State have very 
kindly offered their services to the Commission free of charge, 
and we wish to express our thanks to the following, who have 
acted as local examiners for the Commission without charge: 

Hon. Verner M. Campbell, Denver. 

Miss Mary E. Gtiffin, Colorado Springs. 

Professor Saul Epsteen, Boulder. 

Professor Jacob H. Wallace, Boulder. 

Professor James F. Willard, Boulder. 

Hon. A. C. Dutcher, Buena Vista. 

Dr. A. A. MacLennan, Buena Vista. 

Mr. Carl I. Chase, Buena Vista. 

Mr. E. F. Smith, Buena Vista. 

Mr. Allen Jameson, Canon Citv. 

Dr. F. N. Carrier, Canon City. 

Mr. A. K. Frisbie, Canon City. 

Mr. J. F. Humphrey, Colorado Springs. 

Dr. B. P. Anderson, Colorado Springs. 

Dr. George H. Glover, Fort Collins. 

Mr. A. J. Peck, Grand Junction. 

Dr. G. W. Barrett, Greeley. 

Joseph W. Clarke, Esq., Leadville. 

Hon. C. S. Aldrich, Monte Vista. 

Dr. C. W. Russell, Monte Vista. 

Mr. E. W. Garretson, Monte Vista. 

Dr. A. P. ]>usev, Pueblo. 

Dr. W. S. Osborn, Pueblo. 



8 FIRST BIENNIAL REPORT 

Mr. J. L. McWilliams, Pueblo. 
J. C. Bell, Esq., Trinidad. 
Mr. Leo R. Gottlieb, Trinidad. 
Mr. Lafayette Ryan, Fort Lupton. 
Miss Ella Kalene, Jamestown. 

Likewise we are under obligation to the following persons 
who have assisted the Commission in preparing examinations 
of a technical nature: 

Professor J. Y. Parce, Jr., of the Manual Training High 
School, Denver. 

Dr. George H. Glover, { ^^a ^u u^ *^ v 14. i 

Professor W. L. Carlvle. ) ^^ ,/^^' t}''^J'^ Agricultural 
Professor Leslie F. Paul, ^^^"^^^^ ^^^^ Collins. 

B. G. D. Bishop, State Dairy Commissioner, Denver. 
James G. Girardet, Assistant Dairy Commissioner, Denver. 

SUGGESTIONS FOR LEGISLATION. 

While there are some particulars in which the Act may be 
improved, the Commission has concluded to refrain from sug- 
gesting any additional legishition until the Act has been longer 
in operation and a greater experience under its provisions has 
more fully demonstrated what is required to increase its 
efficienc3\ 

ADEQUATE APPROPRIATION. 

The Commission has been seriously handicapped in all its 
endeavors by absence of funds. It is eminently proper that 
the work of choosing fit persons to care for the delinquent and 
unfortunate should be absolutely divorced from politics. This 
can not be done, especially while the matter is new, without 
adequate funds. We find that it is the experience of all civil 
service commissions throughout the United States that the 
Merit System is a subject of education. It must be made clear 
to prospective applicants that the selection of candidates by 
competitive examination is practical, fair and impartial before 
they will submit themselves to it. We find that other Com- 
missions have spent large sums of money and much time in 
educating the i)eople to a belief in this system. 

INSTITUTIONS VISITED. 

The Commission and its Secretary have visited the several 
State institutions affected by the Act, for the purpose of learn- 
ing the particular needs of each branch of the public service 
under its jurisdiction. 

Respectfully submitted this 15th day of November, 1908, 

HENRY VAN KLEECK, 
CHAS. R. BROCK, 
JAMES H. PERSHING. 
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REPORT OF SECRETARY AND CHIEF EXxVMINER. 



As a result of the examination held bv the Commission on 
January 24, 1908, the Secretary and Chief Examiner was ap- 
pointed by the Commission on Februarv 25, 1908, to take office 
March 1,^908. 

PRELIMINARY WORK. 

Before the work of selecting eligibles could begin it was 
necessary that a great deal of preliminary work should be done. 
The Commission had no office, no stenographer and no equip- 
ment, and no funds with which to secure assistance, so that 
the first two months were consumed in securing temporary 
quarters, in formulating a feasible scheme for keeping the rec- 
ords and documents required by law, in drafting and printing 
necessary blanks, in securing an adequate and elastic filing 
system, procuring office furniture and in formulating the sub- 
jects and requirements of examination. On May 4 the Com- 
mission advertised its second examination, to take place on 
May 27, 1908, and has held in all 34 examinations, as will more 
fully appear elsewhere. 

DETAIL WORK. 

There is a large amount of detail work involved in inaugu- 
rating a new system, and this has been no exception. The 
following will give some idea of the amount of this kind of 
work done since March 1, 1908: 

Number of notices of examinations sent out 7,175 

Number of copies of Rules given out on request 1,000 

Number of application blanks given out 1,100 

Number of letters of inquiry received regarding positions 750 

Number of letters written to ascertain the qualifications of eligibles 350 

This table makes no mention of calls at the office or the 
regular correspondence with the institutions affected by the Act. 

EXAMINATIONS HELD. 

On January 2, 1908, over 300 employes in the eight State 
institutions of a penal, charitable or corrective character passed 
under the Civil Service Law. To provide applicants for these 
positions the Commission has held 34 examinations in thirteen 
different cities in the State. For these examinations 212 ap- 
plications were received. The result is shown in the following 
table: 
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No. Num- Num- 

EXAMINATIONS. of ber ber 

Appns. Examd. Passed 

Secretary and Chief Examiner 4G id 21 

Nurse- Attendant 3 2 1 

Guard and Niglitwatch 10 9 7 

Matron 6 1 1 

Stenographer * 9 6 4 

Trained Nurse 2 

Nurse- Attendant 14 8 6 

Experienced Nurse 2 2 2 

Matron 8 4 4 

Barn Superintendent 7 5 4 

Dairyman 

Parmer 3 3 3 

Florist 1 1 1 

Gardener 2 2 2 

Engineer 6 . 4 2 

Teacher Stenography and Bookkeeping.. .. 

Baker Ill 

Blacksmith 2 2 2 

Carpenter 2 2 2 

Cook 3 3 3 

Driver 4 2 2 

Fireman 3 3 3 

Janitor 2 1 1 

Laundress 

Laundryman 

Printer 1 1 1 

Shoemaker 2 1 1 

Seamstress 1 

Tailor .' 2 2 2 

Nurse-Attendant 24 20 8 

Matron 19 10 9 

Matron 4 1 1 

Adjutant-Bookkeeper 17 14 5 

Clerk-Bookkeeper G 6 

212 145 105 
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PLACE OF EXAMINATION. 



The law requires that examinations shall be held simul- 
taneously in every county in which a State institution is located. 



COLORADO CIVIL SERVICE COMMISSION. . 11 

The Commission has held itself in readiness to give examina- 
tions not only in the towns and cities thus required by law, but 
also in any town or city in which circumstances might warrant 
it. In many cases no examination has been held in a place ad 
vertised, for the reason that there was no applicant from that 
point. In order to reach as many sections of the State as pos- 
sible the Commission has advertised the following as examina- 
tion centers: 

Boulder, G'Olden, 

Buena Vista, Orand Junction, 

Canon City, Greeley, 

Colorado Spring?;, Leadville, 

Denver, Monte Vista, 

Fort Collins, Montrose, 

Glenwood Springs, Pueblo, 

Trinidad. 

SCOPE OF EXAMINATIONS. 

It is our purpose to make every examination as practical 
as possible, to select fit persons for service, and to do this in 
the simplest and most direct way, consequently we have invited 
the appointing power in each case to keep us advised of the re- 
quirements and qualifications desired for a given position, and 
in matters of height, weight, age and amount of previous ex- 
perience we have been governed almost entirely by their opinion. 
Likewise we have asked the advice and suggestions of the heads 
of the institutions and other appointing officers in regard to the 
method and irianner of examination, the number and kind of 
subjects, and even the nature of the questions to be used in 
proposed examinations. We trust that the appointing officers 
or boards will in the future inform us even more freelv as to the 
qualifications desired and give us the benefit of their experience. 

There are certain preliminary qualifications as to height, 
weight, age, etc., which every applicant must fulfill before he 
can be accepted for examination. The examination itself con- 
sists of certain subjects which are given weight according to 
their relative importance. Below will be found in tabulated 
form the preliminary requirements, and the subjects with rela- 
tive weights, of those examinations already held (except ex- 
amination for Secretary and Chief p]xaminer heretofore given): 
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SUBJECTS OF EXAMINATION. 

Date. Position. Subjects, Weight. 

1908 

May 27 Nurse-Attendant Spelling 1 

July 15- Verbal Orders 3 

Arithmetic 1 

Penmanship 1 

Duties of the Position 3 

Education and Experience 1 

May 28 Guard Spelling 1 

Verbal Orders 3 

Arithmetic 1 

Penmanship ;... 1 

Dulles of the Position 3 

Application 1 

June 3 Matron Spelling 1 

July 22 Arithmetic 1 

Geography, History and Literature 3 

Penmanship 1 

Duties of the Position 2 

Education and Experience 2 

June 4 Stenographer and Spelling 1 

Typewriter 

Dictation 3 

Tabulation 2 

Arithmetic i^ 

Penmanship 1 

Letter-writing % 

Education and Experience 2 

July 16 Experienced Nurse Spelling ; 1 

Verbal Orders 2 

Arithmetic 1 

'•' Penmanship 1 

Duties of the Position 3 

Education and Experience 2 

July 23 Barn Superintendent Practical Questions 7 

Dairyman Education and Experience 3 

Farmer 
Florist 
Gardener 
Engineer 
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Date. 
1908 
July 30 



Sept. 24 



Oct. 21 



Oct. 21 



Nov. 5 



SUBJECTS OP EXAMINATION. 
Position. Subjects. 



Weight. 



Baker Rated on Experience and Personal Quali- 

fications as shown by application blank. 
Blacksmith Education and Experience sheet and in- 

vestigration of references. No written ex- 
Carpenter aminatlon required. 

Cook 

Driver and Hostler 

Fireman 

Janitor 

Laundress 

Laundryman 

Printer 

Shoemaker 

Seamstress 

Tailor 

Nurse- Attendant Rated on experience and personal qualifi- 

cations as disclosed by application blank 
and investigation of references. No 
written examination required. 

Cottage Matron General Information 3 

Children's Matron Duties of the Position 4 

Education and Experience 3 

Children's Matron Rated on experience and personal qualifl- 
(Salary, $20.00) cations as disclosed by application blank 

and investigation of references. No 
written examination required. 

Adjutant-Bookkeeper Spelling 1 

Clerk-Bookkeeper Arithmetic 1 

Typewriting % 

Bookkeeping 3 

Penmanship % 

Duties of the Position 2 

Educatfci and Experience 2 
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ELIGIBLES OBTAINED BY EXAMINATIONS HELD. 

Following will be found a table showing the appointments 
made since Afareh 1, 1908, both provisional and permanent, with 
the balance now remaining on the eligible list. The law provides 
that if the eligible list contains no one available to fill a given 
vacancy, a provisional appointment may be made on non-com- 
petitive examination for a period of not to exceed sixty days, 
but that a competitive examination must be held to perman- 
ently fill this vacancy. If, however, this competitive examina- 
tion fails to supply the desired list, the provisional appointment 
may be made permanent. Of the 37 provisional appointments 
shown in the following table 16 took the competitive examina- 
tion, 4 were made permanent because the competitive exami- 
nation failed to supply a proper list, 5 were retired, and the 
term of office of 12 has not yet expired: 

Appointments Number remaining 

Position Provisional Permanent on eligible list 

Secretary and Chief Ex- 
aminer .. 1 21 

Nurse-Attendant 17 17 

Guard 2 4 3 

Matron 9 11 4 

stenographer-Typewriter ..1 1 3 

Experienced Nurse Ill 

Barn Superintendent .. .. 4 

Farmer • . . 3 

Florist .. .. 1 

Gardener . . 1 1 

Engineer 1 1 1 

Baker . . . . 1 

Blacksmith ; .. .. 2 

Carpenter .. .. 2 

Cook 1 .. 3 

Driver .. .. 2 

Fireman .. . 3 

Janitor 1 .. 1 

Laundress 1 

Printer .. .. 1 

Shoemaker 1 ., I 

Tailor .. 1 1 

Adjutant-Bookkeeper j 1 4 

Clerk-Bookkeeper .. J 6 

Total 37 40 68 
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FINANCIAL STATEMENT. 

Below will be found the financial statement of the Com- 
mission to December 1, 1908. The Attorney General held that 
in naming the office and specifying the salary of the Secretary 
and Chief Examiner the Act constituted a continuing appro- 
priation for the payment of this officer's salary, and the salary 
has been paid in this way. The office furniture was purchased 
for ;the Commission by the Board of Capitol Managers upon 
requisition. All other expenses which have been met have been 
paid out of the contingent fund. Thore are a number of bills 
outstanding and unpaid, by reason of the fact that the Auditing 
Board has held that they were not properly payable out of the 
contingent fund. 

TOTAL EXPENSES. 

Office Furniture, Office Supplies and Incidental Expenses $ 897.04 

Traveling Expenses, Commission and Secretary 80.70 

Advertising in Newspapers 119.73 

Postage 145.24 

Salaries, Secretary-Chief Examiner and Stenographer 1,950.00 

Total $3,192.71 

EXPENSES PAID. 

Salaries Allowed and Paid by the State $1,575.00 

Office Furniture. Office Supplies, Advertising and Incidental Ex- 
penses Allowed and Paid by the State 813.24 

Incidentals (Paid Out of Civil Service Examination Fund) 10.00 

Postage Allowed and Paid by the State 145.24 

Total $2,543.48 

Bills Outstanding and Unpaid 649.23 

Total $3,192.71 

Cash on Hand, Civil Service Examination Fund. Fees From Ex- 
aminations 169.00 

Respectfully submitted this 1st day of December, 1908, 

GEORGE P. WINTERS, 
Secretary and Chief Examiner. 
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CIVIL SERVICE LAW AND RULE8. 



(Note: The Civil Service Act is published entire herein, 
printed in bold face type, while the rules appear in lighter 
face.) 

I. 

OBOANIZATION AND FOWEBS OF THE COMMISSION. 

Civil Service Law, Section 1. As soon as this act shall go into 
eifect, the governor shall appoint three persons as Civil Service 
Commissioners, to serve for six years, four years and two years, 
respectively, from the date of their appointment, and until their 
successors are appointed and qualified. Every alternate year there- 
after the governor, with the consent of the senate, shall appoint one 
person, as the successor of the Commissioner whose term shall expire, 
to serve for the term of six years from the date of appointment 
and until a successor is appointed and qualified. Any vacancy shall 
he filled for the unexpired term by appointment by the governor. 
At no time shall more than two Commissioners be adherents of the 
same political party. 

The governor may remove any Commissioner appointed under 
this act for incompetency, inefficiency, neglect or violation of its 
provisions, or of the rules in force hereunder, after first specifying 
in writing the cause of removal. 

Section 2. The Commissioners shall serve without compensa- 
tion, but shall be paid their traveling and other necessary expenses 
actually incurred in the discharge of their official duties. They 
may appoint one of their number president. 

Section 3. They may appoint a secretary who shall also be 
chief examiner, who shall superintend, under their direction, any 
examination under this act, and perform such other duties as they 
may prescribe. The secretary shall be paid a salary not to exceed 
eighteen hundred dollars a year, and his necessary traveling ex- 
penses actually incurred in the discharge of his official duties. They 
may also employ such other clerical assistance as may be necessary 
to carry out the provisions of this act. 

Section 4. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or more 
persons in the service of the state, or of any municipality affected 
by this act, with the consent of the head of the department, or 
office, in which said person is employed, who shall act as assistants 
to the Commissioners in any examination held under this act. All 
officers of the state or of any municipality affected by this act, shall 
assist the Commission in carrying out the provisions of this act. 

Section 5. It shall be the duty of the Commission to investigate 
all alleged breaches of this act, and of its rules, and in the course 
of such investigation they, or any of them, or the secretary, may 
subpoena witnesses, administer oaths, compel the testimony of wit- 
nesses and the production of books, papers and records relevant to 
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such inquiry, and it shall be the duty of any person so subpoened 
to appear and testify, and to produce such books, papers and records 
as are called for in such subpoena. The same compensation shall 
be allowed for the attendance of witnesses and the service of papers 
by officers, as is allowed by law in the district courts for the re- 
spective counties in which such investigations shall be held, and 
the Commission shall certify such amounts to the auditor of the 
state for payment from the fund which shall be appropriated for the 
purpose of carrying this act into effect. 

Section 6. The secretary of state shall provide the necessary 
printing, stationery and postage, and a suitable and properly fur- 
nished office in the state capitol for the Commission. On the request 
of the Commission, the custodians of public buildings of the state, 
and of the municipalities affected by this act, shall make suitable 
provision for the work of the Commission. 

Section 7. The Commission shall keep records of its proceedings, 
and of all examinations made by it, or under its authority. All 
records and documents filed with the Commission shall be preserved 
as public records and open to public inspection. 

The Commission shall, on or before the 15th day of November 
preceding each regular session of the general assembly, make a 
report to the governor of its work during the two preceding years, 
including any rules adopted under the provisions of this act, and 
any suggestions for legislation to carry out its purposes, or to 
improve the public service. This report shall be printed and dis- 
tributed as a public document. 

Section 8. The Commission shall make and enforce rules to 
carry out the purposes of this act, and may alter or rescind them. 
All rules and all changes and rescissions thereof shall be approved 
by the governor, and forthwith printed by the Commission for dis- 
tribution, and one copy thereof sent to each officer, or board of 
officers, having the right to appoint or employ any person in the 
public service under this act. If the governor does not act on a 
rule or change in a rule within ten days after submission, then 
such rule or change shall become effective as though approved. The 
rules shall be printed in one or more newspapers published at the 
state capitol, and in any such publication a date shall be specified 
not less than ten days subsequent to the date of publication, when 
such rules or changes shall go into operation. 

Section 9. The rules shall not be inconsistent with law, may 
be of general or limited application and, among other things, shall 
provide, as nearly as the conditions of good administration will war- 
rant, as follows: 

First. For the classification of the offices, positions and em- 
ployments to be filled. 

Second. For open and competitive examinations to test the 
practicable fitness of applicants. 

Third. For appointment to' positions requiring technical, pro- 
fessional or scientific knowledge or training, by non-competitive 
examination when necessary. 
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Fourth. For lists of eligibles based upon such ezaminatioiis, 
from which all vacancies shall be filled, and for requisition and 
certification. 

Fifth. For periods of probation before appointment or em- 
ployment is made permanent, during which probationers shall not 
be discharged, without consent of the Commission. 

Sixth. For provisional, temporary and emergency appointments 
and employments; for transfers, re-appointments and re-instatements. 

Seventh. For increase of compensation and promotion, by suc- 
cessive grades upon ascertained merit, seniority in service and com- 
petitive examination. When practicable, vacancies shall be filled 
by promotion. 

Eighth. For suspension, reduction in grade or compensation, 
and discharge. 

Ninth. For the registration and appointment of laborers, skilled 
and unskilled, according to priority of application and rating. The 
rating need not relate to more than capacity to labor, habits of 
industry, sobriety and honesty. 

Tenth. For non-competitive examinations when appropriate 
competitive examinations do not furnish an appropriate list of 
eligibles. 

(1) The Commission may prescribe regulations for the in- 
struction of its officers and for the execution of these rules, 
and, subject to its direction, may grant to its President and 
Secretary such general authority and responsibility in the ad- 
ministration of these rules as may not be inconsistent with the 
powers reserved to the Commission itself by the law or by these 
rules or vested directly in some other office. Said regulations 
must be submitted to the Governor for his approval precisely 
as all rules are submitted for his approval. 

n. 

CLASSIFICATION. 

Civil Service Law, Section 11. All boards or Commissions 
appointed by the governor, and one employe of each of them, except 
of the Civil Service Commission; all officers and employes in educa- 
tional institutions not reformatory or charitable in character, in 
municipalities, one employe of each elective officer, the corporation 
counsel and his professional assistants, shall form the unclassified 
service, and shall not be affected by this act. 

Section 10. Except as specified in section 11, the classified 
service under this act shall include all employes of the Civil Service 
Commission, and all appointive officers and employes in state insti- 
tutions, and in cities of the first and second class, whether organized 
under general law or special charter, whenever any such cities shall 
adopt this act as hereinafter provided. The city and county of 
Denver and any city organized under article XX. of the Constitution 
may avail itself of the provisions of this act. All persons occupying 
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positions in the classified service when this act takes effect, shall 
retain their positions until removed therefrom under its provisions. 

(1) All positions and employments under the Civil Service 
Commission and in the State institutions shall be divided into 
classes as follows: 

Class "A." Clerical Service. — All positions, the duties of 
which are of a clerical character and which are not otherwise 
specifically provided for herein. 

Subdivision 1. Secretaries, adjutants, examiners, chief 

clerks. 
" 2. Clerks, mail clerks. 

" 3. Bookkeepers, accountants, purchasing 

agents. 
" 4. Librarians. 

^' 5. Stenographers, typewriters. 

6. Office boys. 

Class "B." Medical Service. — All positions, the duties of 
which require medical or pharmaceutic knowledge. 
Subdivision 1. Medical superintendents. 

2. Phj^sicians, surgeons. 

3. Assistant physicians. 

4. Pharmacists, apothecaries, druggists. 

Class "C." Custodians. — All positions, the duties of which 
are the charge of property or persons, or as attendants, except 
as classified in Class *^D." 

Subdivision 1. Stewards, overseers, quartermasters. 

" 2. Matrons, housekeepers, storekeepers, com- 

missaries. 
" 3. Cottage matrons, matrons in charge of 

children. 
^* 4. Boys' and girls' attendants or supervisors. 

*' 5. Foremen. 

*^ 6. Janitors, watchmen, keepers, guards, turn- 

keys. 
Class "D." Nursing Service. — Officers, attendants, nurses, 
etc., having care of the sick or insane. 
Subdivision 1. Head nurses. 
" 2. Trained nurses. 

" 3. Head ward nurses. 

" 4. Nurses and attendants. 

Class "E.'' Teaching Service. — All positions, the duties of 
which are scholastic instruction or to educate or test the ability 
to instruct. 

Subdivision 1. Principals of schools in the institutions 

which are subject to the provisions of 
this law. 
'^ 2. Teachers in all branches, other than such 

as are otherwise specially provided in 
this classification. 
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Class "F." Engineers. — All positions where qualifications 
of an engineering or cognate character are required. 
Subdivision 1. Chief engineers. 

** 2. Assistant engineers. 

" 3. Firemen. 

** 4. Electrical engineers, dynamo tenders, elec- 

tricians. 

Class "G.'' Mechanics and Craftsmen. — All positions re- 
quiring special mechanical skill, or as craftsmen, not classed as 
laborers. 

Subdivision 1. Mechanics and craftsmen whose duties 

shall be actual service as such. 
*^ 2. Instructors in any handicraft or mechani- 

cal or other trade. 

Class **H." Agricultural Service. — All positions, the duties 
of which require agricultural or horticultural knowledge, in- 
cluding arboriculture and the breeding and care of domestic 
animals, or any similar knowledge or qualification. 
Subdivision 1. Farmers. 

" 2. Florists, gardeners. 

'' fi. Dairvmen. 

'^ 4. Stockmen. 

Class **I." Miscellaneous positions, which term shall 
include all positions requiring expert or other qualifications not 
embraced in other groups in this class. 

Subdivision 1. Musicians. 

2. Drivers, hostlers. 

3. Bakers, butchers. 

*^ 4. Laundrymen, laundresses. 

5. (^)oks. * 

** G. Other positions, except those specifically 

named in this classification as in other 
groups or hereafter included in them. 

Class '*J.'' rnskilled labor service. 

Subdivision 1. All positions of common labor to be filled 

bv males. 
Subdivision 2. All jiositions of domestic work or common 

labor to be filled bv females. 

•. 

(2) The omision in the above classitication of any official 
designation or appellation of a position in the service shall not 
exclude such position from the classitication, as it will be com- 
prised in the class and subdivision to which it belongs by the 
general definition and specifications of such class and sub- 
division. 

(3) The Commission may furthcM* subdivide, for the pur- 
pose of examination, the positions in any class, or subdivision 
thereof, so as to test practically the si)ccial qualifications requis- 
ite for such positions. 
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in. 

FEES AND APPLICATIONS. 

Civil Service Law, Section 12. Every applicant for examination, 
except unskilled laborers, shall pay the state treasurer the sum of 
one dollar, to be placed to the credit of the Commission, in a special 
fund for the purpose of defraying, so far as possible, the expenses 
to be incurred hereunder, and no one shall be examined until he 
or she exhibits the treasurer's receipt therefor. 

(1) No person shall be admitted to examination or regis- 
tration for a position in the classified service until he shall have 
filed an application under oath upon a form prescribed by the 
Commission, giving such evidence in regard to age, citizenship, 
character, physical and mental capacity, previous employment, 
training and fitness as the Commission may require. All ap- 
plications must be filled out and signed in the handwriting of 
the applicant except that persons who are unable to write may 
have their application filled out by some other person, but 
must have their name identified by their mark, and said mark 
witnessed. 

(2) Every application shall bear the certificates of at 
least three reputable persons to the effect that they have per- 
sonally known the applicant; that they have read his state- 
ment and believe it to be correct; that they know him to be 
of good character and reputation and that they will, upon re- 
quest, give the Commission such further facts concerning him 
as they may possess. 

(3) The Commission may fix the limits of time between 
which applications for a given examination shall be pre- 
sented; but such period shall in no case be less than ten days. 

(4) A defective application shall be returned for correc- 
tion and shall be accepted if returned in correct form before 
the date of examination. 

(5) No application shall be accepted unless the applicant 
is within the age limitation fixed by the Commission for en- 
trance to the position to which he seeks to be appointed. 

(6) Where physical qualifications are necessary' the Com- 
mission may require the applicant to file with his application 
a certificate of physical fituess from a reputable physician, or 
in its descretion may require the applicant to submit to exam- 
ination before physical examiners appointed by the commission. 

(7) Applications when presented shall be dated, numbered 
and recorded in the order of their receipt. An application that 
has been accepted and filed shall not be returned for any reason 
to the applicant. 

IV. 

EXAMINATIONS. 

Civil Service Law, Section 13. All examinations shall be abso- 
lutely impartial, practical in their character, and with paramount 
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regard to matters which will fairly test the relative capacity and 
fitness of the persons examined for the service which they seek 
to enter. 

The Commission may refuse to examine, or after examination, 
to certify, an applicant who is found to lack any preliminary re- 
quirement established by rule, for the examination or position for 
which he applies; or who is found physically unfit to perform 
the duties attaching to said position, or who is addicted to the 
habitual use of intoxicating beverages to excess; or who has been 
guilty of a crime, or of infamous or notoriously disgraceful conduct ; 
or who has within two years been dismissed from the public service 
for delinquency or misconduct; or who has intentionally made a 
false statement of any material fact, or practiced or attempted to 
practice any deception or fraud in his application, or in his exami- 
nation, or in securing his eligibility or appointment. 

(1) Examinations shall be open to all those who complv 
with the requirements in regard to applications and fees and 
who are not debarred by the Commission for sufficient cause in 
accordance with section 18 of the civil service law. 

(2) All examinations shall be public and shall relate to 
such matters as will fairly test the relative capacity and fitness 
of the persoiis examined to discharge the duties of that service? 
into which they seek to be appointed and may include special 
practical tests of fitness for any particular positions requiring 
scientific, professional and technical knowledge or manual skill. 

(3) So far as practicable examinations shall be held period- 
ically and the dates of examinations published at the beginning 
of the year. 

(4) All examiiiations shall be advertised at least two 
weeks prior to the final date for the receipt of applications by 
at least two insertions in one or more newspapers published in 
the State, or by such other methods as the Commission may 
elect. Notices of examination shall, at the same time, be posted 
in the office of the Commission and sent to the principal news- 
papers throughout the State and to all postmasters with a re- 
quest that they be posted in their offices. The notice of exam- 
ination shall set forth in each ease (a) the title of the position, 
(b) the time and place of examination, (c) tlie^ date upon which 
the receipt of applications will close, (d) such other information 
as the Commission may deem pertinent and necessary. 

(5) Competitive examinations, except for the position of 
secretary and chief examiner of the Commission, shall be held 
simultaneously in the city of Denver and at a place to be se- 
lected by the Commission in each county of the state in which 
a state institution is located. If the Commission considers it 
desirable for the best interests of the service, examinations may 
be held at other places as well. 

(6) The Commission may designate tbnn^ officials, one of 
whom shall be a physician, in connection with each State insti- 
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tution, to act as a local board of examiners and to perform such 
duties in connection with the administration of the civil service 
law as the Commission shall, direct. 

(7) The subject of examinations and the weight to be at- 
tached to each subject in marking shall be determined by the 
chief examiner, subject to the direction of the Commission. 

(8) Each subject shall be marked upon a scale of 100, 
which shall represent the maximum possible attainment. No 
person shall be placed upon the eligible list whose final average 
rating is less than 70 per cent. 

(D) In preparing the questions to be used in an examina- 
tion the chief examiner may consult with the head of the de- 
partment or with experts, in regard to the duties of the position 
to be filled. But the questions actually to be used shall be kept 
absolutely secret in advance of the examination. 

(10) Whenever practicable the examinations shall be 
written, but the Commission mav determine whether the exam- 
inations shall be written or oral, or both, provided the same is 
decided upon in advance of the examination, and a written rec- 
ord is made of the oral examination. 

(11) Medical and physical examinations, when deemed nec- 
essary, shall be conducted by physicians designated by the Com- 
mission, and a failure to pass such examinations shall abso- 
lutely debar a candidate from the eligible list. 

(12) Whenever, in its opinion, any position to be filled in 
the competitive class has a fiduciary or executive character the 
Commission may require, as a part of the examination, such 
special certificates by reputable and responsible citizens as to 
the character, trustworthiness and business experience of an 
applicant or eligible as it may deem proper and expedient. All 
such special certificates shall be properly filed and retained as 
records in the office of the Commission. 

(13) When the position to be filled involves fiduciary re- 
sponsibility, the appointing officer may require the appointee 
to furnish a bond in such amount as the Commission may deem 
reasonable. 

(14) Before proceeding to answer the questions in the ex- 
amination each competitor shall be required to fill out and sign 
a declaration sheet, giving his full name and address and such 
other information as the Commission may require, and to seal 
the same in an official envelope. The envelope and the papers 
of the candidate shall be marked with an identical number. At 
the close of the examination the envelope shall be placed in a 
sealed package and deposited in a safe place, and the package 
shall be opened for the identification of the papers only after 
the marking has been completed on all the papers. Any paper 
bearing the name of the candidate, or any other identification 
mark, shall be rejected, and specific announcement of this fact 
shall be made at the commencement of the examination. 
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(15) Upon the completion of the marking each candidate 
shall receive notice of his rating, and shall, on application, sub- 
ject to the regulations of the Commission, be permitted to see 
the eligible list and inspect his papers. 

(16) No request for a review of the marking shall be en- 
tertained by the Commission unless made within ten days of 
the date when the notice as to the standing of the candidates is 
sent out, and no change in rating shall be made unless some 
manifest error shall appear on the face of the papers. 

V. 

ELIGIBLE LISTS. 

(1) The names of all candidates who receive a final aver- 
age rating of 70 per cent, or over in the examination shall be 
placed on the appropriate eligible list in the order of their 
standing in the examination, and against each name shall be 
noted the date of examination, the date on which the name was 
entered on the list and the average rating. 

(2) When two or more eligibles have received the same 
average rating the person first filing his application, or if the 
examination be for promotion the first appointed in the de- 
partment, shall have priority. 

(3) A name will be removed from the eligible list at the 
expiration of two years, unless, in the judgment of the Com- 
mission, it is advisable that the names of all those whose eligi- 
bility is about to expire be continued on the list for a third 
year. Persons shall be notified when their eligibility has termi- 
nated. 

VI. 

EEQUISITION, CERTIFICATION AND APPOINTMENT. 

Civil Service Law, Section 15. Whenever there is an appoint- 
ment to be made in the classified service under this act the appointing 
officer, or power, shall make requisition upon the Commission for the 
name of an eligible person, specifying the nature of the position to 
be filled, and upon receipt of such requisition the Commission shall 
certify the name of the person standing highest upon the most 
appropriate list; and the person so certified shall be appointed. In 
case the requistion, or any law or regulation, shall designate sex, 
only that sex shall be certified; otherwise, sex shall be disregarded. 

(1) The requisition shall state specifically the title and 
duties of the position to be filled, the compensation to be paid, 
and whether the position is to be filled permanently or for a 
temporary period. 

(2) The Commission in making certification in response to 
such requisition shall give the full name and address and the 
average obtained in the examination of the person standing 
highest upon the most appropriate list, and shall immediately 
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notify such person by mail of such certification, and the title 
and salary of the position to be filled. A certification shall re- 
main in force for 15 days. If there be more than one vacancy 
to be filled the Commission shall certify as many names as 
there are vacancies, but appointments must be made in the order 
of standing on the eligible list. 

(^) The appointing officer must select for appointment on 
probation the person certified by the commission, unless proof 
of his unsuitability for the reason specified in section 13, clause 
3, of the Civil Service Law is submitted to the Commission, in 
which case the Commission may certify an additional name. 

(4) The person selected for appointment or promotion shall 
be duly notified by the apointing officer, and upon accepting 
and reporting for duty shall receive from such officer a certifi- 
cate of appointment or promotion for a probationary period of 
three months, during which period he shall not be discharged 
without the consent of the Commission^ His retention in the 
service beyond the period of probation shall be equivalent to 
his absolute appointment. 

(5) The- name of any person certified as eligible for pro 
bationary appointment who shall decline such appointment 
shall be stricken from the eligible list unless such declination 
be for one of the following reasons: (a) residence in a county 
other than that in which the duties are to be performed; (b) 
insufficiency of the compensation offered; (c) temporary inabil- 
ity, physical or otherwise, the evidence of which must be accept 
able to and approved by the Commission and set forth in its 
minutes. 

The failure of an eligible to accept an offer of appointment 
within one week next succeeding the mailing of notice of ap- 
pointment shall be considered a declination. 

On notification from an appointing officer that a person 
named in a certification has declined appointment, and on re- 
ceipt of such declination in writing, or of evidence of the failure 
of such person to respond to a notice properly sent, such certifi- 
cation shall be completed by the addition of the name of the 
eligible next in order. 

(6) If a person who is not entitled to certification is ap- 
pointed, his appointment, upon due notification from the Com- 
mission, shall be revoked. 

(7) All persons appointed or promoted in the classified 
service shall be assigned to, and perform the duties of, the posi- 
tion to which appointed or promoted. In case of exigency an 
employe may be temporarily assigned without extra pay to 
other than his regular duties. But no such assignment shall be 
for a period of more than ten days without the consent in writ- 
ing of the Commission thereto. 
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vn. 

PBOVISIONAL, TEHFOEABY AND EHEBOENCT APPOINT- 
MENTS. 

(1) Whenever there are urgent reasons for filling a va- 
cancy for which no appropriate eligible list exists the Commis- 
sion may authorize the appointing power to nominate a person 
for non-competitive examination, and if such person shall be 
certified as qualified, after such examination, he may be ap- 
pointed provisionally for a period not to exceed sixty days. The 
Commission shall proceed at once to advertise and hold a com- 
petitive examination and upon completion of the eligible list 
the provisional appointment shall cease. In case the competi- 
tixe examination does not furnish an appropriate eligible list 
the Commission may allow the provisional appointment to be 
made permanent. 

The Commission may, however, in its discretion, permit a 
permanent appointment to be made upon non-competitive ex- 
amination, without first making a provisional appointment or 
advertising a competitive examination, if within one year 
prior to the date of such appointment it has held a competitive 
examination for the position in question and has been unable 
to establish an appropriate and adequate eligible list therefrom. 

(2) Where there is a vacancy in any position in the classi- 
fied service demanding peculiar and exceptional qualifications 
of a scientific, professional or educational character, and upon 
satisfactory evidence that for special reasons competition in 
such special case is not practicable, and that the position can 
be filled by the selection of some designated person of high and 
recognized attainment in such qualities, the Commission may 
authorize the appointing power to select a suitable person who 
shall be subject to examination and, if found qualified, certified 
for appointment. 

(3) Where there is a vacancy of an emergency character 
in a position in the classified service, and it is not practicable 
either to secure a person by certification from an eligible list 
or to conduct a non-competitive examination in the absence of 
such a list in time to meet such emergency, an appointment may 
be made without certification or examination, subject to the 
subsequent approval of the Commission, for a period not exceed- 
ing one week. 

(4) Inmates of State institutions may be assigned by the 
lawful authorities, without examination or registration, to such 
minor duties in their respective institutions as they are fitted 
to perform. 

VIII. 

PROMOTIONS. 

(1) A change in rank or grade shall constitute promotion. 
A material change in duties and in responsibilities shall be 
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deemed a change in rank and an increase in salary bejond the 
limits fixed for the grade by clause 8 of this rule shall be 
deemed a change in grade. 

(2) Vacancies in positions in the classified service above 
the lowest rank or grade shall, so far as practicable, be filled 
by promotion from among persons in the same department, 
office or institution, who have held positions for at least six 
months in the next lower rank or grade. 

(3) Promotion shall be based on (a) the competitive men- 
tal examination; (b) the comparative efficiency, character, con- 
duct and seniority in service of the candidates for promotion, 
to each of which shall be given a weight of 50 per cent. 

The departments, offices and institutions subject to the jur: 
isdiction of the civil service law are hereby required to estab- 
lish and maintain efficiency records for each classified employe, 
showing (a) the quantity of work performed, (b) the quality of 
work performed, (c) aptitude and capacity for initiative, (d) 
punctuality and attendance, (e) character and habits so far as 
they affect efficiency or trustworthiness. Such record shall also 
give a list of all fines and penalties imposed and all commen- 
dations bestowed. The Commission shall furnish blank effi- 
ciency records upon which the entries shall be made monthly 
by the immediate chief of the employe to be rated. In the first 
week of January of each year the head of the department shall 
certify and transmit to the Commission a transcript or summary 
of such records for the preceding year. Such record shall be 
open to the inspection of the employe, under proper supervision. 

(4) The Commission shall send to each person entitled to 
compete for promotion an application blank, upon which, if he 
desires to enter the examination, the candidate shall state in 
full his experience in the service and before entering the service 
as qualifying him to enter the examination. Such application 
shall be signed and sworn to, and may be given such weight 
as supplementing the efficiency record as the Commission shall 
see fit. 

(5) Examinations for promotion shall be ordered as often 
as may be necessary to meet or anticipate the needs of the serv- 
ice, and, so far as practicable, shall be held periodically. 

(6) If the vacancy to be filled is in a position in Grade 4, 
or Grade 5, or Grade 6, or Grade 7, the Commission may, if it 
deems that on account of the executive ability required to fill 
the position promotion by competitive examination is impracti- 
cable and not for the best interests of the service, hold an orig- 
inal competitive examination without regard to the number of 
persons in the next lower rank or grade. 

(7) The examination shall be conducted, the eligible list 
drawn up and requisition, certification and appointment made 
in the same manner as prescribed for original appointment in 
Rules IV, V and VI. 
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(8) The grades for all departments, offices and institutions 
shall be the following: 

Grade 1. All positions, the compensation of which is at 

the rate of not more than four hundred dollars 
per annum. 
Crrade 2. All positions, the compensation of which ie at 

the rate of more than four hundred dollars 
and not more than seven hundred dollars per 
annum. 

Grade 3. All positions, the compensation of which is at 

the rate of more than seven hundred dollars 
and not more than one thousand dollars per 
annum. 

Grade 4. All positions, the compensation of which is at 

the rate of more than one thousand dollars 
and not more than fifteen hundred dollars per 
annum. 

Grade 5. All positions, the compensation of wiiich is at 

the rate of more than fifteen hundred dollars 
and not more than two thousand dollars per 
annum. 

Grade 6. All positions, the compensation of which is at 

the rate of more than two thou'saiid dollars 
and not more than twentv-five hundred dollars 
per annum. 

(irade 7. All positions, the compensation of which is at 

the rate of more than twenty-five hundred dol- 
lars per annum. 

For purposes of this section, full maintenance in State in- 
stitutions shall be valued at $150.00 per annum. 

IX. 

TRANSFERS. 

(1) A person who has been permanently appointed to a 
position in the classified service may be transferred, with the 
consent of the Civil Service Commission and of the heads of 
departments affected thereby, to a similar position in the same 
class, subdivision and grade, but no transfer shall be made to 
a position which, in the opinion of the Commission, can be 
adequately filled by promotion. 

X. 

REINSTATEMENTS. 

(1) Any person who has held a position by appointment 
under the Civil Service Rules, and who has been separated from 
the service through no delinquency or misconduct on his part, 
may be reinstated without re-examination in a vacant position 
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in the same class, subdivision and grade within one year from 
the date of such separation ; Provided, That for original entrance 
to the position proposed to be filled by reinstatement there is 
not required by these rules, in the opinion of the Commission, 
an examination involving essential tests or qualifications differ- 
ent from or higher than those involved in the examination for ; 
original entrance to the position formerly held by the person 
proposed to be reinstated. The names of such persons shall be 
entered upon lists of separated appointees in the order of their 
original appointment and shall remain 'there for a period of 
one year, and upon notice of a vacancy, in the same or a similar 
position in any department or institution, names from such li&t 
of separated appointees shall be certified to the appointing of- 
ficer in preference to names from the eligible lists. 

(2) LeaA^e of absence without pay may be granted by the 
head of department where such absence does not exceed one 
month or, in case of sickness, six- months, but the Commission, 
in exceptional cases, the circumstances of which shall be stated 
in its minutes, may extend such periods, not, however, to ex- 
ceed one year. 

(3) Absence without leave for a period of five days, unless 
it can be subsequently shown that such absence was unavoid- 
able, may be construed as a resignation. 

XI. 

SUSPENSION, REDUCTION AND DISCHARGE. 

Civil Service Law, Section 16. Discharges from the classified 
service, or reduction in grade or compensation, or both, may be made 
for any cause not political or religious, which may promote the 
efficiency of the service, but such cause shall be specifically stated 
in writing by the authority making the discharge or reduction; 
and the person to be discharged or reduced shall be furnished a copy 
of the specifications, and be allowed a reasonable time to file an 
answer thereto. A copy of the order o£ discharge or reduction, the 
specification and answer shall be made a part of the record of the 
division of the civil service in which the discharge or reduction 
is made, and copies of these papers shall be filed by the said authority 
with the Commission immediately on being issued or received. 

(1) The heads of departments may, for cause specified in 
writing and filed with the commission, suspend subordinates 
without pay for a reasonable period, not to exceed thirty days. 

(2) A statement of the cause for discharge from the classi- 
fied service, or reduction in grade or compensation, shall be 
served on the employe, or in case of absence from duty, shall be 
mailed to him. The employe shall be allowed at least five days 
from the date of service or mailing in which to file an answer. 
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SPECIAL FEOVISIONS FOE EHPLOTMENT OF UNSKILLED 

LABOREES (CLASS J). 

(1) The local board of examiners at each State institution 
shall serve as a board of labor registration. The board shall 
establish separate registration lists for the different kinds of 
unskilled labor and shall register applicants thereon in the order 
in which they apply. A name shall be stricken from the list at 
the expiration of two years. 

(2) The Commission shall require an applicant to furnish 
such evidence or to pass such examination before the board of 
registration as they may deem proper with respect to his age, 
residence, physical condition, ability to labor, sobriety, industry 
and experience in the employment for which he applies. 

(3) Certification and appointment shall be made in the 
manner prescribed by Kule VI, except that the probationary 
period for unskilled labor shall be one month. 

(4) A laborer discharged from the service shall receive a 
discharge card from the officer under whom he was working, 
stating the position in which he was last employed and certify- 
ing that his conduct and capacity were "good," "fair" or "poor." 
In case he received a rating of "good" for both conduct and 
capacity he shall be registered on a preferred list for reinstate- 
ment in the same or a similar position, and his name shall re- 
main on such list for a period of two years. If rated as "poor" 
in either conduct or capacity he shall not be allowed to register 
again for a period of two years, except by special permission of 
the Commission for reasons to be stated in its minutes. 

xni. 

THE PUBLIC EOSTEE AND CEETIFICATION TO AITDITOES. 

Civil Service Law, Section 19. The Commission shall maintain 
in its office as a public record a complete roster of all persons in the 
Civil Service affected by this .act. The roster shall show in connec- 
tion with each name the date of appointment, employment, promo- 
tion, reduction or reinstatement, the compensation, title of the 
position, and the nature of the duties thereof, and the date and 
causes of any termination of such employment. 

Section 20. All officers, boards and Commissioners of the state 
and of any municipality affected by this act shall furnish all reason- 
able information, upon request, for said roster, and report imme- 
diately to the Commission every change occurring in any office, 
position or employment covered by this act* 

Section 21. The Commission shall certify to all auditing officers 
or boards affected by this act the name of every person in the classic 
fied service for whom it is the duty of such auditing officers or 
boards to issue a warrant, stating in each case the character and 
date of commencement of service, compensation and any change in 
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snch service. No anditing officer or board, as aforesaid, shall issue 
a warrant for the payment of any compensation to any person in the 
classified service not so certified. Any payments contrary to the 
provisions of this act, and of the rules hereunder, may be recovered 
from any officer or member of a board signing or counter-signing 
warrants therefor, or from the sureties on the official bond of such 
person or persons, in an action brought by the state, or any munici- 
pality affected by this act or by any taxpayer for the use of the same. 

(1) Neither the State Auditor nor any other auditing of- 
ficer or board affected by the Civil Service Law shall issue a 
warrant for the payment of any compensation to any person in 
the classified service, unless such person shall first present or 
cause to be presented to said State Auditor or other auditing 
officer or board a voucher, issued by the proper authorities of 
the institution in which said person is employed and duly cer- 
tified to by the Civil Service Commission, stating in each case 
the character and date of commencement of service, the com- 
pensation and any change in such service. 

XIV. 

GENEEAL PROVISIONS OF THE LAW. 

Civil Service Law, Section 13. No statement in any application, 
recommendation, or question in any examination shall relate to 
political or religious opinions or affiliations, and no appointment 
or selection to office, or employment within the scope of this act, shall 
he in any manner affected or infiuenced by such opinions or affilia- 
tions. 

Section 14. No person shall wilfully or corruptly, by himself 
or in co-operation with one or more persons, defeat, deceive or ob- 
struct any person in respect to his or her right of examination, or 
falsely mark, g^ade, estimate or report upon the examination or 
proper standing of any person examined hereunder, or aid in so do- 
ing, or make any false representation concerning the same, or con- 
cerning the person examined, or furnish to any person any special or 
secret information for the purpose of either improving or injuring 
the prospects or chances of any person so examined, or to be examined, 
or impersonate another person, or permit or aid another person to 
impersonate him in any application, examination or registration. 

Section 17. No person in the public service shall, for that 
reason, be under any obligation to contribute to any political fund, or 
to render any political service, and shall not be removed or otherwise 
prejudiced for refusal to do so. 

No officer or employe of the state, or of any municipality, shall 
discharge, promote, degprade, or in any manner change the official 
rank or compensation of any other officer or employe, or promise or 
threaten to do so, for giving or withholding or neglecting to make 
any contribution of money or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 
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Section 18. No person while holding any pnblic office or em- 
ployment in the service of the state, or of any municipality, or in 
nomination for, or while seeking a nomination or appointment for, 
any office, shall corruptly use, or promise to use either directly or 
indirectly any official authority or influence, whether then possessed, 
or anticipated, in the way of conferring upon any person, or in order 
to secure or aid any person in securing any office or public employ- 
ment, or any nomination, confirmation, promotion or increase of 
salary, or to interfere with any election, upon the consideration or 
condition that the vote or political influence, or the action of the last 
named nerson, or any other, shall be given or used in behalf of any 
candidate, officer or party, or upon any other corrupt condition or 
consideration. 

Section 22. Any person occupying any position in the service of 
the state, or of any municipality affected by this act, who shall vio- 
late any of the provisions of this act or the rules hereunder, shall be 
discharged from such position and shall be ineligfible to reinstatement 
therein, or appointment to any other branch of the public service for 
two years thereafter. 

Section 23. Whoever makes an appointment to office or selects 
a person for employment, contrary to, or wilfully refuses or other- 
wise neglects to comply with, the provisions of this act, or of any 
rule hereunder, shall be deemed guilty of a misdemeanor and for 
each and every offense, shall, upon conviction, be punished by a flne 
of not less than one hundred dollars, nor more than fifteen hundred 
dollars, or by imprisonment for a term not less than one month, nor 
more than one year, or by hoth fine and imprisonment. 

Section 24. Any city of the first or second class, whether 
organized under general law or special charter, may adopt the pro- 
visions of this act in the manner following: 

The council may, and upon the petition of bona fide residents in 
number not less than 15 per cent, of the last preceding vote for 
mayor, shall submit the question of adopting the provisions of this 
act to a vote of the qualified electors at the next general election for 
municipal officers, or at a special election which the council may call 
for such purpose. The signatures to such petition shall be acknowl- 
edged before a notary public, and need not all be on one paper. The 
election shall be called and held, and the vote counted and canvassed, 
and the result determined and certified, in all respects as nearly as 
may be in accordance with the provisions of law now governing the 
election of municipal officers in said city. The election notice shall 
state that the purpose of the election is to ascertain whether or not 
the city will adopt the provisions of this act, and that the election is 
held thereunder. All persons voting on the question submitted at 
such election shall vote by separate ballot prepared substantially in 
the manner and form in which official ballots are prepared for the 
election of municipal officers in said city, and shall have printed 
thereon the words "For the merit system" and "Against the merit 
system," and the voter shall designate his choice by placing a cross 
(X) opposite the proposition of his choice, in the manner now pro- 
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vided by law for voting upon amendments to the Constitution of the 
state of Colorado. The ballots shall be deposited in a separate ballot 
box in each polling place provided by the city for that purpose. If, 
upon the official determination of the result of such election, it appear 
that a majority of all the votes cast are in favor of the adoption of 
the provisions of this act, then this act and all rules made thereunder 
shall immediately thereafter be in full force and effect in said city, 
and the clerk of the city shall immediately certify the result of said 
election to the Civil Service Commission. 

Section 25. All acts and parts of acts inconsistent with the 
provisions of this act are hereby repealed. 
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Report of the Commission 



To His Excellency, 

JOHN F. SHAPROTH, 

Governor of the State of Colorado. 

The Civil Service Commission, in this its Second Biennial 
Report, presents the record of an eventful period in its history. 
While the members of the Commission serve without salary, thpir 
work has required an incredible amount of time and attention. 
The Commission has been much criticised for not accomplishing 
more and better results. While some of this criticism may have 
been merited, more of it has been unjust and based on circum- 
stances absolutely beyond its control. 

REORGANIZATION. 

On January 23, 1909, by reasow'of the refusal of the Senate 
to confirm their appointments, the Civil Service Commissioners 
appointed by your predecessor, Governor Buchtel, tendered to 
your Excellency their resignations, to take effect at your pleas- 
ure. On February 9 your Excellency reappointed Henry Van 
Kleeck and Charles R. Brock to fill out the balance of their un- 
expired terms, and appointed Mrs. Sarah S. Piatt Decker for the 
full term of six years, in place of James H. Pershing, whose term 
was about to expire by limitation. On February 20 these ap- 
pointments were confirmed by the Senate. 

On March 15 the Commissioners duly qualified by filing their 
official oaths with the Secretary of State and organized by re- 
electing Henry Van Kleeck as President and Herbert W. Cornell 
as Secretary and Chief Examiner. Mr. Cornell, a graduate of the 
University of Colorado, had been appointed from the eligible 
list on the resignation of Mr. George P. Winters. Miss Florence 
M. Blackall was continued in the position of Stenographer and 
Chief Clerk. 

LEGISLATIVE ACTION. 

The Seventeenth General Assembly adjourned without pass- 
ing to second reading any one of numerous bills introduced in 
both houses for the repeal or harmful amendment of the Civil' 
Service Act. On the other hand, the same fate met a bill intro- 
duced in the Senate by the Honorable Tully Scott for the mod- 
erate extension of the Act to include the irrigation service and 
the employes of the Board of Capitol Managers. A bill for an 
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amendment to the State Constitution, providing as in the con- 
stitution of New York that "all appointments and promotions in 
the civil service of the State shall be made according to merit 
and fitness to be ascertained, so far as practicable, by examina- 
tions, which, so far as practicable, shall be competitive," was in- 
troduced simultaneously in the Senate by Honorable John B. 
Stephen and in the House by Honorable W. E. Foley, but failed 
of passage. 

An act of this Assembly placing "The Colorado School for 
the Deaf and the Blind" among those "educational institutions 
not reformatory or charitable in character," which are excepted 
from the civil service act, reduced the number of State Institu- 
tions under the merit system from eight to seven. This Assem- 
bly passed a law creating the State Home and Training School 
for Mental Defectives, which when established will be. under the 
Civil Service Act. 

NON-PAYMENT OF SALARIES AND EXPENSES. 

The work of the Commission was brought practically to a 
standstill during the first year of your Excellency's administra- 
tion by the refusal of the State Auditor, on the ground that he 
doubted the constitutionality of the act, to allow the payment 
of its salaries and necessary expenses from February 1 to Decem- 
ber 11, 1909. It became impossible to retain an adequate office 
force to advertise, prepare and hold the competitive examina- 
tions necessary to create and maintain eligible lists from which 
to fill vacancies as they occurred in the classified service until 
March, 1910. The result was, at all the State Institutions dur- 
ing more than one year of this biennial period, that original and 
promotional appointments were necessarily made in disregard 
of the law and rules, even where the appointing power had ex- 
pressed the desire to observe them and to assist the Commission 
in their enforcement. The effect was to destroy what progress 
the Commission had made during the preceding initial year in 
the actual work of establishing a new policy, and to throw into 
confusion the civil service of the institutions affected. 

NON-COMPLIANCE WITH THE ACT. 

The law requires the Civil Service Commission to certify the 
names of all persons in the classified service entitled to com- 
pensation and prohibits all auditing officers or boards from issu- 
ing "a warrant for the payment of any compensation to any per- 
son in the classified service not so certified." (Sec. 21, Rule XITI.) 
This provision gives the Commission its only means for enforcing 
the law without the delay and expense of a resort to the courts. 
It has generally been observed, except in the cases of the Warden 
of the Reformatory, the State Parole Officer and the Physician at 
the Penitentiary. The issuance of warrants in these cases 
against the formal protests of the Commission has been the means 
of admitting persons to and retaining them in important posi- 
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tions, who in the opinion of the Commission had either failed to 
qualify upon examination or were otherwise appointed in disre- 
gard of the law. 

INTERPRETATION OF THE ACT. 

The Commission has realized the importance of securing an 
early adjudication by the Supreme Court upon the questions fol- 
lowing the administering of the law as to the constitutionality 
and scope of the Civil Service Act and the interpretation of its 
provisions. A resolution was adopted by the Commission early 
in this administration, inviting the Attorney General to test the 
question of constitutionality by bringing a writ of quo warranto 
against its members, but on the refusal of the Supreme Court to 
take original jurisdiction, the matter was dropped. Later a like 
proceeding was begun by one Simon Feely, of Colorado Springs, 
a tax payer, which, after the Commission had joined issue, was 
dismissed by the petitioner. It is desirable from every standpoint 
that our highest court pass on and interpret the provisions of 
the law ; and the Commission is prepared to lend all possible as- 
sistance in this direction. 

THE STATE INSTITUTIONS. 

The chaotic condition of the public service Vhich resulted 
from the situation above described was detrimental alike to good 
discipline at the institutions and to the welfare of the inmates. 
The disorder created has been gradually removed during the cur- 
rent year, and at the writing of this report for the first time it 
may be said that, with the exceptions above noted, the law is being 
observed at all the institutions. There has been much to be 
learned by the heads of the institutions as to the scope and mean- 
ing of the Civil Service Act and by this Commission in regard to 
the special needs of the service at each institution. This has re- 
quired numerous conferences between the heads of the various 
institutions, the members of their boards of control and the mem- 
bers of this Commission, at which not only the letter of the law, 
but its spirit as interpreted by the Commission has been fully ex- 
plained. It has been the aim of the Commission to administer 
the law with the best interest of the several institutions con- 
stantly in view, and their heads have been repeatedly invited to 
suggest what qualifications they required in their employes and 
what line of examination would, in their judgment, best serve to 
test candidates for the peculiar demands of each institution. The 
result is that, where there was in some instances unavoidable mis- 
conception at first in the enforcement of a new and restrictive 
law, a better understanding has been established, and the bene- 
ficial effects of the removal of political influence in the selection 
of employes has been recognized, especially at the larger institu- 
tions, such as the Penitentiary and Reformatory. 



6 * BIENNIAL REPORT 

INSTITUTIONS VISITED. 

The several institutions have been visited by members of the 
Commission and its Secretary, as frequently as necessary to pre- 
pare for or to hold examinations. All promotional examinations 
were conducted by the Commissioners in person at the institu- 
tions interested. 

EXAMINATIONS. 

The effort has been to make the examinations as practical 
as possible, with the purpose of bringing out the personal char- 
acteristics and knowledge required for each of the many different 
kinds of positions at the various institutions. The Commission 
has, for lack of funds, been unable to give as many practical tests 
as are desirable, or to require of candidates a physical examina- 
tion by its own independent physician. It has been impossible, 
with the means at command, to give as many oral tests as are 
advisable, especially for the lower positions. A great difficulty 
has been the number of places, now twenty-five, in distant parts 
of the state, at which examinations are held for the accommoda- 
tion of candidates. A competitive oral examination for ascer- 
taining comparative merit should be conducted by the same 
examiners, and a way has yet to be devised to make this feasible 
under existing^ conditions. 

SCARCITY OF CANDIDATES. 

It has been difficult to secure enough candidates for exam- 
ination to keep the eligible lists up to the demand for persons 
to fill the vacancies constantly occurring at all of the institu- 
tions, due to the rapidly shifting character of the population in 
a young state. This is partly due to insufficient means to ad- 
equately publish notices of the examinations, and may, in a 
measure, be cured by a more liberal appropriation for advertising 
purposes. It is also largely due to the insufficient compensation 
paid for many positions in the Classified Service, to which we 
called attention in our last biennial report. If the Assembly and 
the Boards of Control could be brought to realize the harm done 
to the defective, dependent and delinquent classes confined in 
these institutions by the coming and going of the "institutional 
tramps" which fill the lower and underpaid positions, they would 
certainly endeavor to remedy the evil by more liberal appropria- 
tions. A small increase of compensation on entering, with addi- 
tions for every six months or year of service for a certain num- 
ber of years, would be an inducement for a higher class of per- 
sons to enter and remain in such positions. The contrast, between 
the small compensation paid to a large proportion of those who 
care for the unfortunate in the various institutions, and the 
liberal salaries paid to the employes in other departments of 
state administration, should convince those in authority of the 
false and mistaken economy practiced in that respect in the 
state institutions, and of the duty of the State to provide a 
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higher class of persons to care for its wards. Attention is in- 
vited to the tabulations in the Secretary's report, which fully 
illustrate the conditions described. 

^ NON-RESIDENT APPOINTMENTS. 

Some criticism has been made of the fact that a few persons 
when certified to fill a vacancy from the eligible list were at that 
time temporarily residents of another state. The fact is that all 
examinations are conducted within the state, and the few persons 
referred to were in nearly every case at the time of examination 
citizens for some time of Colorado who had gone temporarily 
beyond its limits. There is, however, nothing in the constitution 
or statutes of Colorado against the filling by non-residents of 
subordinate positions in the service of the state. In view of the 
present great difficulty in securing a sufficient number of persons 
to fill vacancies in State institutions as they occur, it would be 
most unwise to exclude such persons. 

SUGGESTIONS FOR LEGISLATION. 

The benefits to the public service of the merit system of 
appointment in its present very limited application to State in- 
stitutions has become so apparent, that the Commission feels 
justified in recommending its extension to other departments of 
State administration. 

It is evident that persons selected by public competitive ex- 
amination, as fit for a given position, will render more efficient 
service than if chosen by personal or political favor. It is also 
manifest that persons experienced in their duties should be re- 
tained in their positions, and ^discharged only for cause for the 
good of the service, but not to give places to inexperienced per- 
sons after every election! These propositions are axiomatic in 
their application to an economical and efficient administration 
of public business. 

There has been for some years a general demand from the 
farmers of all sections of Colorado that the water commissioners 
should be selected for ascertained fitness, by reason of experience 
in and knowledge of practical irrigation instead of by political 
influence. 

There is a movement among the loerchants of the state, 
dealing in drugs and food supplies, to have the employes of the* 
Health Department and of the Pure Food Commission placed in 
the Classified Service. 

The bankers of the state are practically unanimous in ask- 
ing that the stuff of the Bank Commissioner be removed from 
politics and placed on a purely business basis. The large force 
employed by the Public Examiner should be selected by the merit 
system. 

The law may be extended with advantage to all the clerks 
and employes in the various departments at the State Capitol, 
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including those employed about the building and grounds. It 
might, with resulting eflSeiency and economy, be made to include 
the employes of the legislative assembly. The Commission recom- 
mends further the adoption of a constitutional amendment such 
as was introduced in the last Assembly. 

RULES. 

The Commission, on November 11, 1910, adopted some new 
rules and amendments to existing rules for the better enforce- 
ment of the Civil Service Act, which, on November 14, were duly 
submitted to your Excellency for approval and are fully set 
forth in the appendix. 

THE COMMISSION'S OFFICE. 

Owing to the crowded conditions at the State Capitol, the 
Commission has been most inadequately provided with tempor- 
ary quarters in one of the legislative committee rooms in which 
to Jiold its meetings, receive the public, conduct routine work 
of an increasing business, maintain its files and records, and in 
addition frequently hold examinations. This room had to be 
given up during the last regular session of the Assembly, and 
for about three months the Commission occupied a portion of 
the office of the State Bank Commissioner. It is manifestlv ira- 
possible for the Commission or its staff to do good work under 
such circumstances, and it is respectfully urged that two or three 
rooms be allotted for the permanent use of the Commission and 
its employes at the earliest practicable moment. 

APPROPRIATION. 

Thdre should be a liberal sufti appropriated for advertising 
notices of examinations in the public press in various parts of 
the state, so as to give all citizens an equal opportunity to enter 
the Dublic service, and also for the payment of a reasonable per 
diem to persons acting as examiners for the time in which actu- 
ally employed, including the fees of experts employed when nec- 
essary in the preparation and rating of examination papers. It 
has been the experience of this Commission that one examina- 
tion properly advertised will save the expense of five or six of 
which insufficient notice is given. The more publicity is given 
to these examinations the greater number and higher quality of 
the candidates. Liberal provision should also be made for print- 
ing, of which much is required, and for the traveling expense of 
the Commission and its staff. Attention is directed to the finan- 
cial statement in the report of the Secretary, showing the inad- 
equacy of the last appropriation. 

ACKNOWLEDGMENTS. 

The Commission acknowledges with deep appreciation the 
value of the assistance so freely given in its work by the public- 
spirited persons named in the Secretary's report. The Com- 
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mission expresses its thanks and the obligation of the State of 
Colorado for such services. 

Respectfully submitted this 1st day of December, 1910, 

By order of the Civil Service Commissioners, 

HENRY VAN KLEECK, 

President. 

SARAH S. PLATT DECKER. 

Note. — Commissioner Charles R. Brock was absent from 
the United States at the date of this report. 
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REPORT OF SECRETARY AND CHIEF EXAMINER. 

To the Honorable, The Civil Service (Commissioners of the State 
of Colorado : 

The Commission, during the biennial period expiring No- 
vember 30, 1910, has continued its policy of trying in every way 
within its means to give the widest publicity to its examinations. 
This has necessarily led to a large amount of detail work being 
thrown upon the office, in addition to the work of preparing, 
holding and marking examinations, carrying on necessary cor- 
respondence with the institutions affected by the civil service 
law, interviewing applicants and inquirers and attending to other 
matters ordinarily arising in the conduct of a public office. The 
following table will give some idea of the amount of work de- 
voted to gaining publicity: 

Number of notices of examinations sent out 6500 

Number of copies of Civil Service Law and Rules given out 700 

Number of application blanks given out 2800 

Number of letters of inquiry received regardingr positions 1200 

Number of letters written to ascertain the qualifications of eligibles 900 

Number of leaflets describing examinations mimeographed and given out 2200 

Number of requests for reading notices sent newspapers 1200 

Numb-er of newspapers solicited for aid in gaining publicity 260 

EXAMINATIONS HELD. 

During the biennial period ninety-four competitive examina- 
tions have been held. Of these, ninety-two were for entry to the 
public service, while two were for promotion. Eight persons were 
examined non-competitively, on nomination by the appointing 
power to positions demanding peculiar and exceptional qualifica- 
tions of a scientific, professional or educational character. A 
large number of persons were examined non-competitively for pro- 
visional appointment and for permanent appointment, following 
nomination by the appointing power to positions for which the 
Commission had within one year held a competitive examination 
and had been unable to establish an appropriate and adequate 
eligible list therefrom. 

The following table gives the dates, positions, number of ap- 
plications and results of the original competitive examinations 
held: 
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ORIGINAL COMPETITIVE EXAMINATIONS. 



Date. Positions. 

1909. 

Feb. 10— Nurse-attendant (for insane) 

Feb. 10— Children's matron 

Feb. 11— Guard 

Feb. 11— Janitor 

« 

Feb. 17— Teacher 

Feb. 18— Experienced nurse 

May 5— Physician 

May 6— Steward-druggrlst 

May 6— Hospital steward and druggist.. 

May 6— Nurse-attendant (for insane) 

May 13— Children's matron 

May 13— Engineer 

May 13— Electrician 

May 13— Firetnan 

May 19— Barn superintendent 

May 19— Dairyman 

May 20— Farmer 

May 20— Gardener 

May 26— Driver and hostler 

May 26— Cook 

May 27— Laundryman and laundress 

May 27— Baker 

May 27— Teacher Domestic Science 

Sept. 1 — Nurse-attetidant (for insane) 

Sept. 1— Children's matron 

Sept. 2— Experienced nurse 

Sept. 8— Tailor 

Sept. 9— Carpenter 

Sept. 9— Blacksmith 

Sept. 15— Shoemaker 

Sept. 16— Stenographer 

Sept. 22— Teacher woodworking and man- 
ual training 

Sept. 23— Seamstress 

Nov. 3— Nurse-attendant (for insane) 

Nov. 4— Children's matron 

Nov. 10— Guard 

Nov. 11 — Matron, housekeeper 



No. of No. No. No. 

Appns. Exam'd. Passed Failed 



3 
5 

17 
6 

10 
8 
1 

• • 

1 
1 

• • 

3 
1 

• ■ 

1 
1 



1 

1 
1 
1 



2 
4 

10 
5 
9 
8 
1 

• • 

1 
1 

• ■ 

3 
1 

• • 

1 
1 



1 
1 



1 
3 
3 
3 
6 
6 
1 



3 

1 



1 
1 



1 
1 
7 
2 
3 
2 



Per 

Cent 

Passed 



50 
75 
30 
60 
66 
75 
100 

• • 


100 

• • 

lOQ 
100 

• • 

100 


• • 

100 



100 
100 

100 



100 



100 
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ORiaiNAL COMPETITIVE EXAMINATIONS-Contlnued. 



Positions. 



Date. 

1910. 
Mch. 15— Parole officer 
Mch. 15— State agent .. 
Mch. 15— Guard 



No. of No. 
Appns. Exam'd. 


No. 
Passed 


Per 
No. Cent 
Failed Passed 


23 20 


6 


14 


30 


7 7 


4 


3 


57 


15 10 


8 


2 


80 



Mch. 16— Captain of guards; night cap- 
tain 3 

Mch. 16— Janitor 

Mch. 16— Gateman 

Mch. 19— Road overseer 

Mch. 19— Farmer 

Mch. 22— Engineer 1 

Mch. 26— Teacher 4 

Mch. 30— Domestic; kitchen helper 

Mch. 30— Printer 1 

Mch. 30— Quartermaster (Soldiers' Home). 4 

Mch. 30 — Commissary 

Mch. 30— Steward 

Mch. 30— Financial agent 

Apr. 14— Stenographer 3 

Apr. 14— Clerk-bookkeeper 2 

Apr. 14— Mail clerk 5 

Apr. 14 — Chaplain 

Apr. le— Electrician 2 

Apr. 20— Fireman 4 

Apr. 22— Matron, housekeeper 1 

Apr. 23— Gardener 1 

Apr. 23— Hospital steward 

Apr. 23— Children's matron 

Apr. 27— Tailor 

Apr. 27— Nurse-attendant (for Insane) 

May 10— Dairyman 

May 17~Barn superintendent and stock- 
man 4 

May 18— Driver and hostler 

May 19— Cook 

May 20— Baker 

May 21— Teacher Domestic Science 1 

May 24— Laundry man and laundress 1 

May 26— Guard 21 

May 28— Experienced nurse 1 



1 
4 

• • 

1 
4 



3 
2 
3 

■ • 

2 
3 
1 
1 



1 

11 



1 
3 



3 
2 
3 

• • 

2 
3 
1 
1 



1 
1 



100 



100 
75 



iO 



100 
100 
100 

• • 

100 
100 
ICO 
100 



25 



64 
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ORIGINAL. COMPETITIVE EXAMINATIONS— Concluded. 

Per 
Date. Positions. No. of No. No. No. _Cent 

Appns. Exam'd. Passed Failed Passed 
1910. 



June 6 — Seamstress 

June 8 — Carpenter ■ 1 1 

June 8 — Blacksmith 

June 9— Florist 1 

June 10— Teacher 5 5 

June 10— Shoemaker 2 2 

Sept. 3— Teacher woodworking and man- 
ual training 



100 



100 



Sept. 12— Guard 22 16 12 4 75 

Sept. 17— Children's- matron 9 5 5 100 

Sept. 24— Teachef 1 1 1 .- 100 

Nov. 5— Experienced nurse 4 3 3 .. 100 

Nov. 12— Engineer 2 1 1 50 

Nov. 19— Guard 66 49 30 19 61 

2S6 218 145 73 66.5 

COMPETITIVE PROMOTIONAL EXAMINATIONS. 

Two competitive promotional examinations were held by 
members of the Commission acting as examiners, one on April 
19, 1910, at Buena Vista, for the position of Deputy Warden of 
the Colorado State Reformatory, and one on May 5, 1910, at 
Canon City, for the position of Deputy Warden of the Colorado 
State Penitentiary. Each examination was open to those serv- 
ing not less than six months in the institution in the next lower 
rank or grade. 

All promotional examinations are divided by Rule into two 
parts: a competitive mental and non-mental examination. This 
latter includes the comparative efficiency, character, conduct and 
seniority in service of the candidates. To each of these divisions 
a weight of 50 per cent, is given. 

In the two examinations held the subjects and weights were 
as follows: 

PART 1. 

Preliminary qualifications: Age, habits, supplemental education 

and experience sheet 10^ 

Duties of the position 20% 

Law and rules of institution 20^ 



PART 2. 



50{^ 



Efficiency as reported by head of institution 20« 

Seniority in service. lOj^ 

Character (determined by oral examination) 20"^ 



50^ 
100% 



14 BIENNIAL RKPOllT 

In the rating on age, 40 years was taken as the most desir- 
able age for each position, and for it a weight of 100 per cent, 
was given. For every five years above and below this age a de- 
duction of 10 per cent, was made, as follows: 

25 years 70% 

30 years iiii 

35 years 90^ 

40 years 100^ 

45 years 90^ 

50 years 80% 

55 years 10^ 

The rating on seniority in service was made with ten years' 
service as the ideal length qualifying for promotion. Greater 
weight was, however, given to the early years of such service 
than to those following, it being considered that a difference of 
a year, or of a few months, in experience between two persons 
of recent entry into the service amounted to much more in its 
practical aspect than an equal difference between two persons 
of long continued service. In reckoning experience, the length of 
service was computed in months, a month being the smallest unit 
recognized, which received in all cases one-twelfth of the per- 
centage given for the year in question. 

Following is the scale by years : 

Ten years seniority In service or over 100% 

Nine years 95% 

Eight years S0% 

Seven years 85% 

Six years 80% 

Five years 75% 

Four years 70% 

" Three years 60% 

Two years 50% 

One year 30% 

The oral examination given to obtain the rating on "char- 
acter" was designed to ascertain the following elements: 

(a) Character and disposition; 

I 

(b) Personality, including address, manners, health and personal appear- 

ance; 

(c) General intelligence, including readiness, judgment, discretion, re- 

sourcefulness, command of English and accuracy of information. 
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The results of these competitive promotional examinations 
were as follows : 

Number of Number Number Number Per Cent. 

Position. Applications. Examined. Passed. Failed. Passed. 

Deputy Warden, 

Reformatory 5 5 3 2 60 

Deputy Warden, 

Penitentiary ' 5 5 5 100 

NON-COMPETITIVE EXAMINATIONS FOR POSITIONS OF AN EXPERT 

NATURE. 

Both the Civil Service Law and Rules provide for non-com- 
petitive examination on nomination by the appointing power, of 
persons to fill positions of a scientific, professional or educa- 
tional character, and where, in the opinion of the Commission, 
competition is not practicable nor for the best interests of the 
service. Eight such examinations, have been held by the Commis- 
sion in the period covered by this report. 

As a result of these non-competitive examinations seven per- 
sons were found eligible and one did not qualify. 

The dates, subjects and weight of each examination under 
the "expert clauses" so-called of the law and rules, are as fol- 
lows : 

Date. 

1909. Position. Subjects. Weights^ 

Jan. 11— Teacher stenography, type- Spelling W 

writing, bookkeeping and band 

in state Industrial School for Penmanship ,. . 10{^ 

Boys. 

Stenography and typewriting 20i 

Arithmetic and bookkeeping .. 20$^ 

Band instruction lOj^ 

I 

Education and experience 20^ 

Apr. 26— Warden, State Penitentiary. Essay, "Institutional Discipline".. 50^^ 

Education and experience W 

Apr. ^2^— Warden, State Reformatory. Essay, "Institutional Discipline".. 50j^ 

Education and experience 50^ 

May 5— Surgeon, Soldiers' and Sailors' Medicine 30^ 

Home. 

Surgery 30^ 

Miscellaneous questions (anatomy, 
hygiene, ophthalmology, pathol- 
ogy, therapeutics, etc.) 30^ 

Education and experience 10*^ 

June 4— State Parole Officer (Peniten- Duties of the position 40^ 

tiarv and Reformatory). 

Education and experience 30{^ 

Oral examination 30^^ 

Aug. 6 — Commander, Soldiers' and Oral examination lOOj^ 

Sailors* Home. 
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Date. 
1910. Position. Subjects. Weights. 

Mar. 23— Chaplain, State Reformatory. Duties of the position 70j^ 

Education and experience 305^ 

Sept. 15 — Assistant Superintendent, Neurology 10^ 

State Insane Asylum. 

Education and experience 3(H< 

Oral examinatioDB, when given, were rated on the following 
factors : 

Character and disposition 255^ 

Personality, including address, manners, health and personal appearance 25;^ 

General intelligence, including readiness. Judgment, discretion, resource- 
fulness, command of English and accuracy of information 25^ 

Experience and general capacity 255* 

FREQUENCY OF EXAMINATIONS. 

The Commission has attempted so to arrange the dates of 
competitive examinations as to provide eligible lists when needed. 
For many positions it has been impossible for the Commisson to 
supply sufficient eligibles to meet the needs of the service. While 
examinations have been held as frequently and advertised as ex- 
tensively as the means of the Commission would allow, yet the 
number of persons eligible to certification at the date of this 
report is very small, and this number is still further reduced 
by reason of the fact that many of those eligible to appointment 
are not available. Generally this is a result of change of resi- 
dence without notice to the Commission. In some cases persons 
have withdrawn their names from the eligible lists, while still 
others have instructed the Commission not to certifv them to 
positions commanding less than a specified salary, often higher 
than the compensation attached to any position open to them. 

The following table exhibits the number of competitive ex- 
aminations held during the biennial period for the various po- 
sitions in the classified service, the number of persons examined, 
the number that passed, the number appointed to positions, the 
number of available eligibles, and the number on the eligible lists 
who are not available for various causes at the date of this re- 
port : 
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The last table shows the difficulty found in inducing a suffi- 
cient number of persons to e;nter the examinations. This is due 
to two causes, the lack of sufficient fund^ to adequately advertise 
the time and place of examinations and the comparatively small 
compensation paid to a large proportion of the positions. The 
latter fact is well illustrated in the two following tables, showing 
the compensation paid in the various grades, the number of per- 
sons in each grade, collectively and in the several institutions, 
and the percentage in each grade : 

NUMBER OF PERSONS IN CLASSIFIED SERVICE BY GRADES. 

Per cGnt. 
Grade. Salary. Total, of Whole. 

1. Not over $400 per annum 24 8 

2. $401 to $700 per annum 125 41.5 

3. $701 to $1,000 per annum 109 36,2 

4. $1,001 to $1,500 per annum 32 10.7 

5. $1,501 to $2,000 per annum 6 2 

6. $2,001 to $2,500 per annum 1 .3 

7. More than $2, 500 per annum 4 1.3 

301 100.00 

NOTE— In computing compensation, full maintenance In state Institutions 
is valued at $150 per annum. 



NUMBER OF PERSONS IN CLASSIFIED SERVICE BY GRADES IN THE 

SEVERAL INSTITUTIONS. 
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The inadequate}' of compensation for most of the positions 
in the inferior grades will be more fully appreciated when 
the fact is realized that they must be filled by persons qualified 
by education, training or experience to take charge of and care 
for the unfortunate human beings confined in these institutions, 
and not simply to perform a stated amount of routine work. 
The tables show that nearly one-half of the persons employed 
in the State institutions are paid from f20 to |35 per month 
with board, or about the same wage as is paid for ordinary do- 
mestic service in Colorado. 

That the prevailing scale of compensation is not sufficient 
under existing industrial conditions to retain those persons who 
have acquired experience in the service is shown by the constant 
changes occurring among the employes at all the institutions. 
Of the entire number in the classified service when the Civil 
Service Act went into effect three years ago, only twenty-five 
per cent, remain at this date. The following table gives the num- 
ber and percentage of such persons at each institution. When 
these figures are compared with the compensation paid at the 
several institutions, it becomes evident that the larger number 
of changes occur in those institutions which pay the smaller 
wages. 

NUMBER OF PERSONS REMAINING IN THE CLASSIFIED SERVICE WHO 
WERE SERVING WHEN THE CIVIL SERVICE ACT WENT 

INTO EFFECT. 

Penitentiary 25 out of total force of 73, or 34. 2j^ 

Reformatory 3 " " " " " 21, " 14.3}^ 

Insane asylum 14 " " " " " 109, "• \2M 

Industrial School for Boys 20 ' " " 39, " 51.4}^ 

Industrial School for Girls 6 " " " " " 19, " 31.65^ 

State Home for Dependent and Neglected 

Children 5 " " " ' " 26, " 19.25^ 

Soldiers' and Sailors' Home 1 " " " " " 11, " 9.1{i 

Classified service (entire) ...75 " " " " " 301, " 24.9j^ 

This table effectually answers the argument sometimes urged 
against the merit system of appointment, that it tends to unduly 
perpetuate employes in their positions. It certainly is not the 
experience in Colorado. 

PLACES OF EXAMINATION. 

The rules require that competitive examinations shall be 
held simultaneously in Denver and at a place in every county 
in which a State institution is located, but the rules give the 
Commission authority to conduct examinations in other places 
as well. The policy of the Commission has been to increase the 
number of examination points so as to bring the examination's 
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within easy access of persons in every section of the state. 'With 
this end in view, the number of examination points was increased 
from thirteen in 1909 to twenty-five in 1910. 

.During 1910 the advertised list of examination points was 
as follows : 

Boulder. Grand Junction. 

Buena Vista. Greeley. 

Canon City. Gunnison. 

Colorado Springes, Hugo. 

Cripple Creek. La Junta. 

Delta. Lamar. 

Denver. Leadvllle. 

Durangro. Monte Vista. 

Fort Collins. Montrose. 

Fort Morgan. Pueblo. 

Glen wood Springs. Steamboat Springs. 

Golden. Trinidad. 

Granby. 

The Commission has also, on several occasions, held exami- 
nations at non-advertised points, in order to help applicants so 
situated that it would be difficult to reach an examination center. 
Three such examinations have been held during the biennial 
period covered by this report : 

Nov. 10, 1909. Guard « Gunnison 

April 15, 1910. Mail Clerk Burlington 

May 17, " Barn Superintendent and Stockman Hotchkiss 

Examinations in places other than Denver have usually been 
conducted by local examiners and local examining boards; oc- 
casionally by members of the Commission or the Secretary. Dif- 
ficulty has been found in arranging for such examinations as 
were not held at the institutions, due to the fact that the State 
has made no appropriation whatever for this work, and the 
Commission has had to rely on volunteers. County Superin- 
tendents of Schools, members of the faculties of the educational 
institutions of the State and other educators have in many cases 
tendered their services and have aided the work of the Commis- 
sion willingly. The continuance in office of such persons de- 
pends on their public spirit. At many examination points, 
should the present examiners become weary of the work, or 
through any other cause ask to be relieved from further duty, it 
might be difficult to find suitable persons to act in their stead. A 
small appropriation to provide for payment of such local ex- 
aminers would insure prompt and efficient service and longer 
tenure, and would also make it possible to further increase the 
number of examination centers. 
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•preliminary qualifications required of applicants. 

All applicants for competitive examination must be within 
the age limits designated by the Commission. For positions of a 
mechanical nature, such as baker, blacksmith, carpenter, shoe- 
maker, etc., and for positions of a clerical nature, such as stenog- 
rapher, clerk-bookkeeper, mail clerk, etc., the limits are 21 and 
50 years. Agricultural and similar positions, as farmer, gar- 
dener, bam superintendent, stockman, florist, etc., have limits of 
21 and 55 years. For prison guards the limits are 25 to 45 years, 
for nurses-attendant in the State Insane Asylum, 25 to 50 years. 
For teaching positions applicants must be 21 years of age or over. 

All applicants must be of good health and free from tubercu- 
losis. Certification is always made subject to a medical examina- 
tion if desired by the appointing power. In the case of peni- 
tentiary guards, certification is subject to a further test in rifle 
firing, which test is given at the penitentiary by the local ex- 
amining board, but under the direction of the Commission, and 
the rating made by the Commission. 

Different degrees of education and experience are demanded 
for various positions, according to the demands of the case. 

FRAUDS IN examinations. 

The Commission has always exercised the greatest care to 
exclude from the classified service all improper or undesirable 
persons. The history of every candidate for examination is 
carefully investigated and the statements in his application are 
verified. A number of attempts to misrepresent important facts 
have been exposed. A few of these cases are described in the 
appendix to illustrate the careful work of the Commission in 
this respect. 

subjects of competitive examinations. 

The schedule of competitive examinations held, with their re- 
sults, has been given in another place. Below will be found the 
subjects of examination, and weight of each, of all competitive 
examinations with the exception of the two promotional examina- 
tions for Deputy Warden of the Penitentiary and Reformatory, 
of which a full account is given elsewhere. 

CLASS "A"— CLERICAL SETRVICE. 
Positions. Subjects of Examination. Weights. 

Clerk-Bookkeeper, Grade II Bookkeeping" 30^^ 

Penmanship lOj^ 

Spelling 1058J 

Letter-writing IO5J: 

Arithmetic 10^ 

Education and experience 305^ 
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Positions. Subjects of Examination. Weights. 

, Clerk-Bookkeeper, Grades III. and IV. Bookkeeping 105^ 

Penmanship 5fi 

Spelling 5i 

Letter-writing 5i( 

Arithmetic ^ 

Accounting 15j^ 

Preparation of reports 15i 

Duties of the position and general 
information 20<t 

Education and experience 15 j^ 

Mail Clerk Duties of the position W 

Education and experience 30?j 

'Financial Agent Arithmetic ' W 

Penmanship lOj^ 

Bookkeeping 20?^ 

Knowledge of general merchandise. 30^ 
Education and experience 30j^ 

Stenographer ..Dictation 35j^ 

Tabulation H 

Arithmetic 10^^ 

Penmanship 5«^ 

Letter-writing (including spelling)... 20;^ 
Education and experience 25 j^ 

CLASS "B"— MEDICAL SERVICE. 

Physician Medicine ^i 

Surgery 30<^ 

Miscellaneous questions (anatomy, 
pathology, hygiene, etc.) 30^^ 

Education and experience \^i 

Hospital Steward Pharmacy and materia medica 505^ 

Chemistry 20{^ 

Education and experience 30^ 

CLASS "C"— CUSTODIANS. 

Steward, Commissary Arithmetic 10;^ 

Penmanship 10;^ 

Bookkeeping 20^^ 

Knowledge of general merchandise. 30^ 
Education and experience 30i^ 
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Positions. Subjects of Examination. Weights. 

Steward-Druergrist, Grade V Pharmacy and materia medica 25]^ 

Chemistry lO^^ 

Bookkeeping lOi 

Arithmetic lOj^ 

Office methods lOji 

General information lOjt 

Spelling: Bi 

* Penmanship Bi 

Education and experience IB^ 

Road Overseer Duties of the position lOi 

Education and experience 30^ 



Quartermaster 



.Arithmetic lOji 

Simple bookkeeping: 10)^ 

Knowledgre of g^eneral merchandise. 30^ 
Experience 50i 



Parole Officer, State Agent Duties of the position 2&i 



N 



Matron, Housekeeper. 



Letter-writing: and preparation of 
reports lilt 

Education and experience 2Si 

Oral examination 30% 

Duties of the position 60^ 

Letter-writing: and preparation of 
reports 10j( 

Education and experience 30^ 



Children's Matron, Grade I No written examination.* 

Children's Matron, Grade II General Information 30^ 

Duties of the position 40ji 

Education and experience 30{^ 

Captain of Guards, Night Captain Duties of the position :.. GOj^ 

Preparation of reports 10% 

Education and experience 30jt 

Guard Duties of the position 40)^ 

Verbal orders dO% 

Education and experience 30% 

Janitor No written examination.* 



Gateman .. 



No written examination.* 



Positions. 



Experienced Nurse. 
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Subjects of Examination. 
CLASS "D"— NURSING SERVICE. 
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Weights. 



.Duties of the position 10% 

Education and experience 80^ 



Nurse- Attendant (for insane) No written examination.* 



Teacher 



CLASS "E"— TEACHING SERVICE. 

School methods 205^ 

Spelling 10j< 

Penmanship lOjf 

Miscellaneous questions on geog- 
raphy, American history, civil 
government, language, etc 20^ 

Arithmetic 10^^ 

Education and experience dOi 



Teacher Woodworking and Manual 
Training 



Teacher Domestic Science. 



• Duties of the position 10% 

Education and experience 20i 

.Duties of the position iOi 

Spelling lOi^ 

Penmanship . • lOj^ 

English lOi 

Educttlon and experience W 



Engineer 



CLASS "F"— ENGINEERS. 

Duties of the position IQi 

Education and experience W 



Fireman No written examination.* 

Electrician Duties ot the position 

Education and experience. 



70* 
30* 



CLASS "q"— MECHANICS AND * CRAFTSMEN. 

f 
Printer Duties of the position 70* 

Education and experience 30* 

Tailor No written examination.* 



Carpenter 



Duties of the position 70* 

Education and experience 30* 



Blacksmith No written examination.* 

Shoemaker No written examination.* 
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Positions. 
Farmer 
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CLASS "H"— AGRICULTURAL SERVICE. 

Subjects of Examination. Weights. 

Duties of the position 70% 

Education and experience 30ji 



Florist 



...Duties of the position 70% 

Education and experience 30% 



Gardener 



Daii'yman 



Duties of the position 705^ 

Education and experience dO% 

Duties of the position 70< 

Education and experience 20% 



Barn Superintendent and Stockman Duties of the. position 70^^ 

Education and experience '30* 

CLASS "I"— MISCELLANEOUS POSITIONS. 
Driver and Hostler No written examination.* 

Baker No written examination. • 

Laundryman and Laundress No written examination.* 

Cook No written examination.* 

Seamstress No written examination.* 



Chaplain 



Duties of the position 70j< 

Education and experience 90;^ 



CLASS "J"— UNSKILLED LABOR SERVICE, 
Domestic, Kitchen-helper No written examination.* 



♦For positions havingr no written examination, rating is based on experi- 
ence and personal qualifications as shown by application blank and Investigra- 
tion of references and record. 



APPOINTMENTS OTHER THAN BY COMPETITIVE EXAMINATION. 

The following table gives the number of persons appointed 
upon non-competitive examination under the various provisions 
of the law allowing such appointments and the number appointed 
by transfer or reinstatement : 



" CIVIL SERVICB COMMISSION. 

UNDER RULE VII « 
'""subdivision (1) = (2) 

Par. First = Second 

, " — *-^ 

POSITION. Provisional Permanent 

Assistant superintendent Insane Asylum. .. .. .. l 

Baker .. i .. 

Barn superintendent and stockman .. i 

Captain of guards, night captain 2 2 

Carpenter .. 1 

Chaplain .. .. 1 

Children's matron .. 5 

Commander Soldiers' and Sailors' Home. .. .. .. 1 

Cook .. 3 

Engineer .. 3 

Experienced nurse 1 1 1 

Farmer .. 3 

Fireman .. 1 

Gardener .. 6 

Guard 2 1 40 

Hospital steward and druggist 2 

Janitor .. 2 

Laundryman and laundress .. 6 

Mall clerk .. 1 

Matron, housekeeper .. 7 

Nurse-attendant (for insane) .. 5 

Parole oflficer .. .. 1 

Physician .. .. 1 

Quartermaster 1 1 

Road overseer .. 6 

Stenographer .. •• 1 

Teacher 1 1 3 

Teacher domestic science .. 1 

Teacher stenography and band .. •• 1 

Warden of Penitentiary .. •• 1 

Total number of appointments other than from eligible lists, 118. 
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The number of appointments upon non-competitive examina- 
tion is unusually large, owing to the exceptional conditions de- 
scribed elsewhere in this report as affecting the work of the Com- 
mission during 1909. 

ACKNOWLEDGMENTS. 

The thanks of the Commission is due to the following persons 
who have rendered valuable assistance without charge: 

For professional services in the revision of Rules, to Elliot 
H. Goodwin, of New York, Secretary of the National Civil Service 
Reform League; for legal services, to Messrs. Samuel H. Ordway 
and Albert de Roode of New York, Edward P. Costigan, Edward 
C. Stimson, John H. Denison and Philip S. Van Cise of Denver; 
for many acts of courtesy and assistance, to Emil W. Pfeiffer, 
State Bank Commissioner of Colorado, E. K. Whitehead, sec- 
retary of the State Board of Child and Animal Protection of 
Colorado, Miss Isabella Steck, State Librarian of Colorado, and 
Will Wright of Pueblo. 

For technical assistance in preparing and rating examina- 
tion papers, to: 

Miss Mary B. Eyre, Secretary State Board of Nurse Examiners Denver 

Miss Mary J*. Hausch, Professor of Domestic Science, C. A. C Fort Collins 

Miss Leo J. Morgan, formerly of faculty of Aspen High School Boulder 

Mrs. Ellen Foster, Sociologist and Penologist Washington, D. C. 

W. E. CJbllett, Secretary Colorado Prison Association Denver 

William Neukumet, Mechanical Engineer Denver 

Alden H. Brown, Mining and Mechanical Engineer Denver 

Harry M. Mason, Jr., Civil Engineer Denver 

James A. Silsbee, Civil and Mechanical Engineer Denver 

Robert L. Cochran, State Dairy Commissioner Morrison 

J. J. Girardet, formerly Deputy Dairy Commissioner Denver 

Dr. W. W. Yard, Secretary State Board of Veterinary Examiners Denver 

Charles C. McClaughry, Deputy Warden, U. S. Penitentiary Atlanta, Ga. 

Dr. Howell T. Pershing, Neurologist Denver 

Dr. Edmund J. A. Rogers, Surgeon Denver 

Dr. Walter S. Cornell, Instructor, University of Pennsylvania Philadelphia 

For acting as Local Examiners : 

Dr. James F. Willard Boulder 

Prof. Jacob H. Wallace Boulder 

Miss Margaret Carhart Boulder 

Charles A. Short Buena Vista 

E. F. Smith Buena Vista 

William Buffer Buena Vista 

H. Li. McGinnis Buena Vista 
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Miss Floy Sheldahl Buena Vista 

Dr. A. A. MacLennan Buena Vista 

Mrs. Dessie Boldt Burlington 

W. G. Howard Burlingrton 

Allen Jameson Canon City 

A. R. Frlsbie Canon City 

Dr. F. N. Carrier Canon City 

Dr. T. D. Palmer Canon City 

Frank Hellman Canon City 

Miss Mary E. Griffln Colorado Springs 

Miss Katherine E. Barry Colorado Springs 

Miss Marie V. Donahue Cripple Creek 

Mrs. Mildred Anderson Delta 

Mrs. Rosepha C. Pulf ord Durango 

Prof. B. F. Coen Fort Collins 

Prof. S. L. MacDonald Fort Collins 

Dean J. W. Lawrence Fort Collins 

Mrs. Helen M. Simpson Fort Morgan 

Mrs. Ella Ozburn Glenwood Springs 

Superintendent Fred L. Paddelford Golden 

Miss Frances I. DeBerard Granby 

C. G. Sargent Grand Junction 

Prof. James H. Hays Greeley 

Miss Sara B. Easterly Gunnison 

Miss Mary Blomberg Hotchkiss 

H. V. Matthews Hugo 

George L. Hess La Junta 

L. E. Thompson La Junta 

C. G. Smeltz Lamar 

Mrs. OUIe I. Vivian Leadville 

Joseph W. Clarke Leadville 

H. R. Pendery Leadville 

Francis E. Bouck Leadville 

Commander C. S. Aldrich Monte Vista 

Commander A. J. Woodside Monte Vista 

Brazier Hunt Monte Vista 

Dr. Robert Spear Monte Vis^a 

Miss Mary Abernethy Montrose 

Dr. W. S. Osborn \ Pueblo 

R. E . Ford Pueblo 

J. L. McWilliams Pueblo 

E.' B. Whitcomb Steamboat Springs 

Joseph W. Wiggs Steamboat Springs 

J. M. Madrid Trinidad 
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FINANCIAL STATEMENT. 

Below will be found the financial statement of the Commis- 
sion from December 1, 1908, to December 1, 1910. A number of 
bills which were unpaid at the end of the last biennial period 
were included in a relief bill, introduced in the House by Mr. 
Rubin and passed by the Seventeenth General Assembly, and ap- 
proved by the Governor May 2, 1909. As it was placed in the 
fifth, or lowest, class of appropriation bills no payment was made 
under it until October, 1910. The following items were included : 

stenographer, salary Augrust 1 to November 36, 1908. .$300.00 

Other clerical and stenographic assistance 129.50 

Traveling expenses, president of Commission 15.50 

Services of expert in preparing technical examination.. 21.56 
Incidentals 3.50 



$470.05 



The appropriations made by the Seventeenth General Assem- 
bly for the maintenance of the Commission during the biennial 
period were as follows: 

Secretary and Chief Examiner, salary (24 months) $3,600.00 

Stenographer " •• 2,400.00 

Traveling expenses, Commission and Secretary 500.00 

Incidental and contingent expenses 1,000.00 

From the above the following expenses have been paid : 

Secretary and Chief Examiner, salary (24 months) $3,600.00 

Stenographer, salary, December 1, 1908, to Aprfl 17, 1909, and January 

1, 1910, to November 30, 1910 1,556.67 

Traveling expenses, Commission and Secretary 45.90 

Incidental and contingent expenses: 

Fiscal Year 1909. Fiscal Year 1910. 

Stationery and supplies $19.07 $138.29 

Subscriptions 1.00 

Printed blanks 305.27 

Newspaper advertising 25.42 66.75 

Postage 46.00 240.00 

Telegraph bills 57 5.34 

Telephone (long distance) 20 27.10 

Express ^••- .65 .75 

Typewriter 75.00 

Repairs to typewriter 7.60 

$ 92.91 $866.10 

92.91 
Total $ 959.01 
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It will be observed that the amount of the incidental and 
contingent bills paid (|959.01) very nearly exhausts the appro- 
priation of f 1,000 to cover these expenses. During the year end- 
ing December 1, 1909, only |92.91 was expended, due to the work 
of the Commission being suspended by reason of failure to ob- 
tain payment of salaries or other expenses. More than nine- 
tenths the expenditures under the incidental and contingent ap- 
propriation occurred in the fiscal year 1910, during which the 
work of the Commission was carried on at a normal rate. Even 
if the scope of the Civil Service Act is not extended beyond its 
present limits, the need of an increased appropriation for con- 
tingent expenses is imperative, especially in view of the fact that 
economy has been rigidly exercised and none but the most neces- 
sary articles purchased. Should the classified service be ex- 
tended to include a larger number of persons, a corresponding 
increase in appropriation would be necessary to enable the Com- 
mission to continue its work eflScientlv. 

The Civil Service Examination Fund (created from examina- 
tion fees of applicants) amounts at this date to $413.85. 

Respectfully submitted this 30th day of November, 1910. 

HERBERT W. CORNELL, 

Secretary and Chief Examiner. 
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APPENDIX 



FRAUDS IN CONNECTION WITH EXAMINATIONS, ETC. 

Case of R. R. P. On January 26, 1909, R. R. P.. of Denver, 
filed application for examination for guard (State Penitentiary and 
State Reformatory), and was admitted to examination February 11, 
1909. In his application blank, in answer to question No. 18, "Have 
any of your former employers ever discharged you?"— he answered, 
"No." A railroad which had. formerly employed him as a telegraph 
operator advised the Commission that he had been discharged from 
their service for sleeping while on duty. He was requested to render 
an explanation, failed to do so satisfactorily, and as a result, on 
^arch 12, 1909, his application was rejected and his papers filed not 
graded. 

Case of A. I. On March 15» 1910, A. I., of Leadville, took ex- 
amination for the position of guard and attained a place on the 
eligible list. On April 14, 1910, the Commission was informed that 
he did not bear a good reputation. The Commission investigated 
by addressing a number of representative Leadville citizens on the 
subject and discovered the further fact that on May 13, 1902, he 
had been convicted of obtaining money under false pretenses and 
sentenced to a term in the State Reformatory. This information 
was confirmed by an article in the Leadville Herald-Democrat of 
May IS, 1902. In his application the applicant had stated that he 
had never been convicted of any crime or misdemeanor, and on his 
failing to furnish a satisfactory explanation, the Commission, on May 
6, 1910, ordered his name stricken from the eligible list, under that 
section of the civil service law authorizing such action in case an 
applicant has intentionally made a false statement of any material 
fact in his application. 

Case of F. F. F. On September 5, 1910, F. F. F., of Denver, 
filed application for examination to be held September 12, 1910, for 
the position of guard. In his application he stated that he had 
never been convicted of any crime or misdemeanor. Information 
reached the Commission that on September 4, 1909, he had been fined 
in the Cripple Creek police court for disorderly conduct. An article 
In the " Cripple Creek Times of September 5, 1909, confirmed this 
statement. An explanation was demanded, which he failed to give, 
and his application was rejected. n 

Case of M. R. E. On September 3, 1910. M. R. E., of Edge- 
water, filed application for guard. In his application, in answer to 
the question, "Have any of your former employers ever discharged 
you?" he answered, "No." The Denver City Tramway Company, 
by whom he had been employed as a motorman in 1907 and 1908, in- 
formed the Commislon that he had been discharged from their ser- 
vice for untruthfulness. This the applicant denied, and alleged that 
some mistake must have been made in making up his record. The 
Commission made a personal investigation into the circumstances 
of the case, found the evidence against the applicant strong but not 
conclusive, and informed him that if he desired to have the case 
further investigated he might appear for examination September 
12; if he did not, his application would be rejected and the case 
dropped. He at once stated that he did not care to take the examina- 
tion. 

CHANGES IN RULES. 

On November 11, 1910, the Commission adopted the following 
new Rules and Amendments to Rules to carry out the purposes of 



CIVIL SERVICE COMMISSION. 33 

the Civil Service Act, which were submitted to the Governor on 
November 14, 1910: ^ 

Rule I, Subdivision (1), shall be amended by strikinsr out the 
last sentence, begrinningr with the words, "Said regulations." 

Rule II, Subdivision (1), shall be amended so as to read as 
follows: "Class A. Executive Service— all positions, the duties of 
which are of an executive character. 

"Subdivision (1) Superintendents, Wardens, Com^ianders; (2) As- 
sistant Superintendents, Deputy Wardens." 

Original Class A shall then become Class B, Class B become 
/Olass C, Class C become Class D, Class D become Class E, Class E 
become Class F, Class F become Class G, Class G become Class H, 
Class H become Class I, Class I become Class J, Class J become 
Class K. 

The new Class D, Custodians, as above designated, shall be 
amended by inserting after Subdivision 2, "Subdivision 3, Parole 
Oflficers." Original Subdivision 3 thereof shall then become Sub- 
division 4, Subdivision 4 become Subdivision 5, Subdivision 5 become 
Subdivision 6, Subdivision 6 become Subdivision 7. 

The new Class J, Miscellaneous Positions, as above designated, 
shall be amended by inserting, "Subdivision (1), Chaplains." The 
original Subdivision (1) shall then become Subdivision (2), Subdivision 
(2) become Subdivision (3), Subdivision (3) become Subdivision (4), 
Subdivision (4) become Subdivision (5), Subdivision (5) become Sub- 
division (6), Subdivision (6) become Subdivision (7). 

Rule IV, Subdivision (5), shall be amended by striking out the 
words "the position of Secretary and Chief Examiner of the Com- 
mission," and inserting In place thereof the words, "positions In 
grade 4, 5, 6 or 7." 

Rule IV shall be amended by the addition of a new subdivision 
as follows: "(17) A person legally holding a position by appoint- 
ment for a fixed term may be retained without examination at the 
expiration of such term." 

Rule VI, Subdivision (5), shall be amended by the addition after 
the first paragraph' of the following two paragraphs: 

"An eligible who has declined appointment on the ground of 
residence shall not again be certified for another position in the 
same county as the one declined. 

"An eligible who has declined appointment by reason of the 
insufficiency of the compensation offered shall not again be certified 
for a similar position at the same or any less compensation." 

Rule VII, Subdivision (1), shall be amended by adding the fol- 
lowing as a third paragraph: 

"The local board of examiners at each State Institution may be 
called upon by the Commission to receive applications, conduct 
noncompetitive examinations and make reports thereon to the Com- 
mission, In accordance with its instructions." 

Rule Vn, Subdivision (3) thereof shall become Subdivision (4) 
and Subdivision (4) shall become Subdivision (5), and a new Sub- 
divlsibn (3) shall be Inserted, reading as follows: 

"(3) When services of a temporary or occasional character are 
required, and for periods in the aggregate not exceeding six months 
In any one year, the appointing officer shall notify the Commission, 
which shall either certify the person standing highest on the eligible 
list who Is willing to accept such temporary appointment, or if It 
deems this Impracticable allow the appointment upon non-compet- 
itive examination of a person designated by the appointing officer. 
But no such appointment shall continue beyond the period authorized 
by the Commission. Neither acceptance nor declination of any such 
temporary employment shall afl'ect the right of the eligible to con- 
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tinued certification for permanent employment; nor shall acceptance 
confer upon such eligible any of the rights of promotion* transfer 
or reinstatement." 

Rule VII. Origrlnal Subdivision (3)— new Subdivision (4)— shall 
be amended so that the last two words shall read, "two weeks" in- 
stead of "one week." 

Rule VIII, Subdivision (6), shall be amended as follows: the 
words and figures in the second line thereof, "Grade 4 or Grade 5 or 
Grade 6 or Grade 7" shall be changed to read, "Grade 4, 5, 6 or 7." 

Rule X, Subdivision (1), shall be amended so as to read as fol- 
lows: 

"A person who has been permanently appointed to a position in 
the classified service and who has been separated from the service 
through no delinquency or misconduct on his part may be reinstated 
in a position in the same class, subdivision and grrade in the same 
department or institution, at the request of the appointing ofldcer, 
within one year from the date of separation. The names of such 
persons, except of those who have resigned from the service, shall 
be entered upon lists of separated appointees in the order of their 
original appointment and shall remain there for a period of one 
year, and upon notice of a vacancy in the same or a similar position 
in any department or institution, names from such list of separated 
appointees shall be certified to the appointing officer in preference 
to names from the eligible lists." 

Rule XIII, Subdivision (1), shall be amended by striking there- 
from the following words, "affected by the Civil Service Law." 

A new rule is hereby adopted as follows, to wit: 

••XV. 

AMENDMENT OF RULES. 

(1) No amendment to these rules shall be adopted by the Com- 
mission at the same meeting at which it is proposed, and no final 
action shall be taken on any amendment in less than seven days 
after its proposal. The Commission shall furnish a copy of the 
proposed amendments to anyone requesting the same and shall allow 
him an opportunity to be heard If he so desires." 
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REGULATIONS 



INSTBUCTIONS TO APPLICANTS FOB THE CLASS!- 

FIED SERVICE. 

I. General Suggestions. 

These instructions should be carefully read, as they General 
answer most of the questions which applicants ask. The suggestions to 
Commission can not undertake to answer inquiries as to *^^ °*" ^* 
vacancies in the service, duties, salaries, prospect of ap- 
pointment or promotion, or as to the course of prepara- 
tion which applicants should follow, or inquiries relating 
to cases which are not officially before it for decision ; nor 
can it decide, except in the case of actual applicants, 
questions respecting the application of the rules. Where 
no exceptions are specified none are allowed. Inquiries 
in regard to examinations and other business should be 
made directly to the Civil* Service Commission, and pre- 
ferably by calling in person at its office. 

n. Obtaining and Filling Out Application Blanks. 

Applicants for examination or registration must file Appiicauoua u,t 
applications for the particular examination or registra- examination or 
tion which they seek, within the time advertised for that ^^^!^I^*fl/*^ 
purpose, on a form furnished on request by the Commis- with commis- 
sion, and receive official notice of the examination or reg- 8ion. 
istration before they can be examined or registered. 

Full instructions for the execution of the application -^^^ ^^ ^jj 
will be found on the blank itself, and applicants are cau- blank, 
tioned to answer all questions and conform in all respects 
to the printed instructions. 

The certificates of three vouchers required in the ap- certificates 
plication papers are of the utmost importance. Appli- from three 
cants should seek as vouchers men who have employed ctuzens!^ 
them or who have known them practically in their calling. 
The certificates are of weight only so far as they show 
real or close knowledge of the candidates, and the Com- 
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No recom- 
xnendktion 
other than 
certificates 
received. 

Statements 
verified. 



Good for one 
examination. 



When dis- 
approved. 



Defective to be 
returned. 



When 
cancelled. 

Part of oflSclal 
records. 



mission's action can in no way be biased by the political 
influence, real or supposed, of the signers. No recom- 
mendation other than those provided for in the applica- 
tion blank shall be filed with the Commission. 

All statements in applications and in certificates of 
vouchers shall be subject to investigation by the Com- 
' mission. 

An application wiU be good for only one examina- 
tion, and if an applicant desires to take more than one 
he must file a separate application for each. 

All applications which show the applicant to be in- 
eligible for the examination or registration which he 
seeks, will be disapproved and retained in the files of the 
Commission. All applications which are defective in 
their execution and can be corrected by the applicant, will 
be returned for correction. All unused applications will 
be cancelled, after they have been on file one year, on the 
order of the Commission. 

Applications which have been approved or disap- 
proved and all examination papers of competitors form 
a part of the official records of the Commission and can 
not, under any circumstances, be returned to the appli- 
cants. 



Persons not 
examined,, reg- 
istered or 
certified. 

Fee not paid to 
state treasurer. 



Application 
not filed. 



Lacking any 
requirement. 

Not within age 
limit. 

Physically 
unfit. 



III. Persons Who Will Not Be Examined, Registered or 

Certified. 

No person shall be examined, registered or certified 
for a position : 

1. Who has not paid the state treasurer the sum of 
one dollar and does not exhibit the treasurer's receipt 
therefor. This applies to all applicants except unskilled 
laborers. 

2. Who has not, within the time limited by the Com- 
mission, filed an application upon the form prescribed for 
the particular examination or registration which he seeks 
and does not exhibit an official notice to appear for such 
examination or registration. 

3. Who is found to lack any preliminary require- 
ment for the examination or service which he seeks. 

4. Who is not within the age limit prescribed for 
the service which he seeks. 

5. Who is physically unfit for the service which he 
seeks. 
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6. Who is addicted to the habitual use of intoxicat- intoxicating: 
ing beverages to excess. beverages. 

7. Who has been guilty of a crime or notoriously crime or 
disgraceful conduct. ^^Xcf "' 

8. Who has, within two years, been dismissed from Dismissed for 
the public service for delinquency or misconduct. delinquency, 

9. Who has intentionally made a false statement of False state- 
any material fact or practiced, or attempted to practice, ments. 
any deception or fraud in his application, or examination. Fraud. 

or in securing eligibility or appointment. 

IV. Examinations. 

Official notice of the time and place of examination Examinations, 
will be given to all candidates whose applications have Notice of. 
been duly filed and approved. 

The subjects of examination and their relative weights subjects and 
will vary with the requirements of the service for which weights, 
the examination is held. Practical and oral tests may be 
given. 

Where physical capacity is of importance, a certifi- Physical, 
cate from a reputable physician or a physical examination 
may be required. 

Unskilled laborers will not be examined for registra- unskilled 
tion except as to age, residence, physical condition, ability laborers, 
to labor, sobriety, industry and experience, as to which 
the application with accompanying certificates will usu- 
ally be sufficient evidence. 

V. What Applicants Should Bring to Examination Room. 

Persons taking the stenographer and typewriter ex- what should be 
aminations must provide themselves with typewriting ma- brought to 

1. -I-. ^1 , -1. 1111 examination 

chines and stands or tables ; those taking the bookkeeper, room, 
draughtsman, or other examinations requiring the use of 
instruments, must furnish the instruments required. All 
competitors must provide themselves with pens, pen- 
holders, pencils, erasers, ink and blotters. Competitors 
should not bring any paper for use in the examination 
room, as sufficient blank paper will be furnished for all 
purposes. 

Each applicant must present his notice of examina- Notice of ex- 
tion and a receipt for one dollar from the state treasurer amination and 
to be admitted to the examination. ur^lVreceipt. 
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VI. Conduct of Examinations. 

The following is a copy of the regulations which are 
given to each competitor at. the beginning of every ex- 
amination : 

1. Before proceeding to answer the questions in the 
examination, you will fill out and sign a declaration sheet 
and seal the same in an official envelope. At the close of 
the examination this envelope and your papers shall all 
be marked by the examiner with an identical number to 
be known as your examination number. You must not 

FILL IN THE BLANK PROVIDED FOR THIS NUMBER ON YOUR 

PAPERS. If any name or other means of identification is 
found on any examination papers or envelope, the papers 
will not be examined. 

\ 2. See that each sheet received by you pertains to 
the kind of examination which you are taking, and take 
care that you do not omit any of the sheets, which must 
*all be returned at the close of the examination. Competi- 
tors are held responsible for errors and omissions. 

3. Note in the proper blank spaces the place and 
date of the examination, and the time of commencing and 
completing each examination sheet. 

4. You are not limited in time on any sheet, but you 
should gauge your work so as to complete the examina- 
tion within the prescribed limit of time. Time is reckoned 
from the moment of receiving the first examination sheet. 
No allowance will be made for time lost in or out of the 
examination room. 

5. Do not leave the room with a sheet before you 
unfinished, for if you do the sheet will be taken up and 
will not be returned to you. Competitors are allowed to 
leave the examination room for luncheon on the comple- 
tion of any sheet of questions, after 12 o'clock. No addi- 
tional allowance of time will be granted on account of 
such absence. No competitor shall leave the room at any 
time without permission of the examiner. 

6. Read carefully the printed instructions on each 
sheet before commencing work thereon. 

7. If necessary, the back of a sheet may be used to 
complete your work, unless directions to the contrary are 
printed on the sheet. 

8. A question sheet spoiled by you can not be ex- 
changed for another of the same kind. 
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i ', 

9. Perform all work on each examination sheet with wnte in ink. 
ink. 

10. Pencil and scratch paper may be used in prelim- Pencil when 
inary work, except in spelling exercise, which must be ^^^°^®<** 
written with ink directly on the examination sheet from 

the dictation of the examiner. 

11. Use no scratch paper except that furnished by scratch paper 
the examiner in charge and, on completing an examina- to be returned, 
tion sheet, hand him the scratch paper pertaining to that 

sheet. Have all your work complete on the examination 
sheet, however, as the scratch paper is collected, not for 
consideration in the marking, but for destruction. 

12. No helps of any kind are allowed. Before the ^^ ^^^^^ 
examination is commenced, hand to the examiner any allowed, 
written or printed matter that you may have which might, 

if used, aid you in your work. Do not make a copy of any 
of the questions to be taken from the examination room. 

13. All conversation or communication between the No con- 
competitors during the examination is strictly prohibited, versation. 

14. CAUTION. Every competitor is cautioned not caution not to 
to attempt to copy from the work of any other competitor copy work of 
nor to permit any competitor to copy from his work or ■•°*^*^®''- 
look over the sheets in his possession. All work, as soon 

as written, should be carefully covered with a blotter or 
turned over as the sheets are completed. Evidences of 
copying or collusion in an examination may result in the 
cancellation of the examination papers and in debarring 
those guilty from all future examinations. 

15. All necessary explanations will be made to the Explanations to 
whole class. Examiners are forbidden to explain the whole class, 
meaning of any question or to make any remarks or sug- 
gestions that may assist in its solution. 

16. No unnecessary delay will occur in marking your nq ^jeiay in 
papers, and you will be notified of your standing, whether marking, 
you pass or fail, as soon as your papers are marked. You 

are requested not to increase the labors of the Commis- 
sion by making inquiries in regard to your standing. 

VII. Notice of Standing to Competitors. 

A notice of standing will be sent to each candidate Notice of 
examined, as soon as practicable, after the papers are standing. 
rated. The notice will show the general average obtained, 
which must be at least 70 per cent, to secure the entry 
of the candidate's name on the appropriate eligible list. 
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Period of 
elierlbility. 



Two years. 

Continued 
third year. 



Change of 
address. 

Must notify 
Commission. 



Vin. When Period of Eligibility Begins and Ends. 

The name of each successful candidate is entered 
upon the appropriate eligible list as soon as practicable 
after the completion of the rating of the papers. The 
period of eligibility on all lists is two years from the date 
of entering the name upon it, unless continued for a third 
year by the Commission. All persons will be notified 
when their eligibility has terminated. 

IX. Change of Address. 

Applicants and eligibles must keep the Commission 
informed of any change of postoflSce address. A failure 
to do so will be treated as the fault of the applicant or 
eligible, and may result in his losing an opportunity of 
examination or appointment. Requests to have the ad- 
dress changed should be made by letter, and should state 
whether the applicant has been examined. Such letter 
should relate only to the change in address. All commu- 
nications should be directed to the Colorado Civil Service 
Commission, State Capitol, Denver, Colo. 



RULES 



(Note: The Civil Service Act is published entire 
herein, printed in bold face type, while the rules appear 
in lighter face. The Act, by itself, without the rules, fol- 
lows) : 

I. 

ORGANIZATION AND POWERS OF THE COMMIS- 
SION. 

Civil Service Act, Section 1. As soon as this act shall civii service 
go into effect, the jGrovernor shall appoint three persons as commissioners. 
Civil Service Commissioners, to serve for six years, four Appointment by 
years and two years, respectively, from the date of their fi^°vernor. 
appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the Oovemor, 
with the consent of the Senate, shall appoint one person, 
as the successor of the Commissioner whose term shall ex- 
pire, to serve for the term of six years from the date of rpe^Q^, 
appointment and until a successor is appointed and quali- 
fied. Any vacancy shall be filled for the unexpired term vacancy. 
by appointment by the Governor. At no time shall more pouticai 
than two Commissioners be adherents of the same political complexion. 
party. 

The Governor may remove any Commissioner ap- go^rnor.^^ 
pointed under this act for incompetency, inefficiency, neg- 
lect or violation of its provisions, or of the rules in force 
hereunder, after first specifying in writing the cause of 
removal. 

Section 2. The Commissioners shall serve without no com- 
compensation, but shall be paid their traveling and other pensation. 
necessary expenses actually incurred in the discharge of Expenses paid. 
their official duties. They may appoint one of their num- pregj^g^t 
ber president. 
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Section 3. They may appoint a secretary who shall 
also be chief examiner, who shall superintend, under their 
direction any examination under this act, and perform 
such other duties as they may prescribe. The secretary 
shall be paid a salary not to exceed eighteen hundred dol- 
lars a year, and his necessary travelixig expenses actually 
incurred in the discharge of his official duties. They may 
also employ such other clerical assistance as may be neces- 
sary to carry out the provisions of this act. 

Section 4. Whenever desirable, the Commissioners 
may designate one or more of their number to act as ex- 
aminers, or one or more persons in the service of the state, 
or of any municipality affected by this act, with the con- 
sent of the head of the department, or office, in which 
said person is employed, who shall act as assistants to the 
Commissioners in any examination held under this act. 
All officers of the state or of any municipality affected by 
this act, shall assist the Commission in carrying out the 
provisions of this act. 

Section 5. It shall be the duty of the Commission to 
investigate all alleged breaches of this act, and of its 
rules, and in the course of such investigation they, or any 
of them, or the secretary, may subpoena witnesses, ad- 
minister oaths, compel the testimony of witnesses and the 
production of books, papers and records relevant to such 
inquiry, and it shall be the duty of any person so sub- 
poenaed to appear and testify, and to produce such books, 
papers and records as are called for in such subpoena. 
The same compensation shall be allowed for the iittend- 
ance of witnesses and the service of papers by officers, 
as is allowed by law in the district courts for the respec- 
tive counties in which such investigations shall be held, 
and the Commission shall certify such amounts to the 
Auditor of the State for payment from the fund which 
shall be appropriated for the purpose of carrying this act 
into effect. 

Section 6. The Secretary of State shall provide the 
necessary printing, stationery and postage, and a suitable 
and properly furnished office in the state capitol for the 
Commission. On the request of the Commission, the cus- 
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todians of public buildings of the state, and of the mu- custodians of 
nicipaUties affected by this act, shall make suitable pro- ^"^kl^^ro^^^^^^^ 
vision for the work of the Commission. 

Section 7. The Commission shall keep records of its Records of an 
proceedings, and of all examinations made by it, or under ex^fnatkms'*^ 
its authority. All records and documents filed with the 
Commission shall be preserved as public records and open Public records. 
to public inspection. 

« 

The Commission shall on or before the 15th day of Biennial report 
Nbvember preceding each regular session of the General ^° governor. 
Assembly, make a report to the Oovernor of its work dur- 
ing the two preceding years, including any rules adopted 
under the provisions of this act, and any suggestions for suggestions for 
legislation to carry out its purposes, or to improve the legislation. 
public service. This report shall be printed and distrib- i>istributed as 

'^ , ,. - public docu- 

uted as a pubhc document. ment. 

Section 8. The Commission shall make and enforce commission 
rules to carry out the purposes of this act, and may alter ^^f^" to^carry 
or rescind them. All rules and all changes and rescissions out the act. 
thereof shall be approved by the Governor, and forth- Governor's 
with printed by the Commission for distribution, and one approval. 
copy thereof sent to each officer, or board of officers, hav- Distribution. 
ing the right to appoint or employ any person in the 
public service under this act. If the Governor does not Governor's 
act on a rule or change in a rule within ten days after failure to act 
submission, then such rule or change shall become effec- '"^ ''" ^^^'• 
tive as though approved. The rules shall be printed in Publication. 
one or more newspapers published at the state capital, 
and in any such publication a date shall be specified not 
less than ten days subsequent to the date of the publica- 
tion, when, such rules or changes shall go into operation. 

Section 9. The rules shall not be inconsistent with The rui«s 
law, may be of general or limited application and, among ^^*" provide. 
other things, shall provide, as nearly as the conditions of 
good administration will warrant, as follows : 

First. For the classification of the offices, positions classification. 
and employments to be filled. 

Second. For open and competitive examinations to competitive 
test the practicable fitness of applicants. examinations. 
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Third. For appointment to positions requiring^ tech- 
nical, professional or scientific knowledge or training, by 
non-competitive examination when necessary. 

Fourth. For lists of eligibles based upon such ex- 
aminations, from which all vacancies shall be filled, and 
for requisition and certification. 

Fifth. For periods of probation before appointment 
or employment is made permanent, during which proba- 
tioners shall not be discharged, without 'consent of the 
Commission. 

Sixth. For provisional, temporary and emergency ap- 
pointpients and employments; for transfers, re-appoint- 
ments and re-instatements. 

Seventh. For increase of compensation and promo- 
tion, by successive grades upon ascertained merit, senior- 
ity in service and competitive examination. When prac- 
ticable, vacancies shall be filled by promotion. 

Eighth. For suspension, reduction in grade or com- 
pensation, and discharge. 

Ninth. For the registration and appointment of 
laborers, skilled and unskilled, according to priority of 
application and rating. The rating need not relate to 
more than capacity to labor, habits of industry, sobriety 
and honesty. 

Tenth. For non-competitive examinations when ap- 
propriate competitive examinations do not furnish an ap- 
propriate list of eligibles. 

(1) The Commission may prescribe regulations for 
the instruction of its officers and for the execution of 
these rules, and, subject to its direction, may grant to 
its president and secretary such general authority and 
responsibility in the administration of these rules as may 
not be inconsistent with the powers reserved to the Com- 
mission itself by the law or by these rules or vested di- 
rectly in some other office. 
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Unclassified 
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CLASSIFICATION. 

Civil Service Act, Section 11. All boards or com- 
missions appointed by the Oovernor, and one employe of 
each of them, except of the Civil Service Commission ; all 
officers and employes in educational institutions not re- 
formatory or charitable in character; in municipalities, 
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one employe of each elective ofi9cer, the corporation coun- Educational 
sel and his professional assistants, shall form the unclassi- ins^^^u^^^^s- 
fled service, and shall not be affected by this act. Municipalities. 

Section 10. Except as specified in section 11, the ^e^rvfc^e.*^ 
classified service under this act shall include all em- Employes of 
ployes of the Civil Service Commission, and all appointive cwu service 
officers and employes in state institutions, and in cities of om^^^and 
the first and second class, whether organized under gen- employes in 
eral law or special charter, whenever any such cities shaU ^^^^® 
adopt this act as hereinafter provided. The citj and citfesCfirst 
county of Denver and any city organized under article and second 
XX. of the Constitution may avail itself of the provisions ^^^'^^^^^'^^J^^ 
of this act. All persons occupying positions in the classi- city and . 
fied service when this act takes effect, shall retain their county of 
positions until removed therefrom under its provisions, ^^'^^^r* 

^ '^ Persons occu- 

(1) All positions and employments under the Civil pying positions 
Service Commission and in the state institutions shall be *° ''®^**" them, 
divided into classes as follows : ciassiflcaUon. 

Class ''A." Executive Service. — ^AU positions, the Executive 
duties of which are of an executive character. service. 

Subclass 1. * 

** 2. Assistant superintendents, deputy war- 

dens. 

Class ''B." Clerical Service.— All positions, the du- clerical service, 
ties of which are of a clerical character and which are 
not otherwise specifically provided for herein. 

Subclass 1. Secretaries, adjutants, examiners, chief 

clerks. 

2. Clerks, mail clerks. 

3. Bookkeepers, accountants, purchasing 
agents. 

" 4. Librarians. 

5. Stenographers, typewriters. 

6. OflSce boys. 

Class ''C' Medical Service. — ^All positions, the du- Medical service, 
ties of which require medical or pharmaceutic knowledge. 

Subclass 1. Medical superintendents. 

2. Physicians, surgeons. 

3. Assistant physicians. 

4. Pharmacists, apothecaries, druggists. 






it 

It 






*The Commission claims the Inclusion here of Superintendents, 
wardens, commanders. 
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Class **D." Custodians. — All positions, the duties of 
which are the charge of property or persons, or as at- 
tendants, except as classified in Class *'E." 

Subclass 1. Stewards, overseers, quartermasters. 

2. Matrons, housekeepers, storekeepers, com- 
missaries. 

3. Parole officers. 

4. Cottage matrons, matrons in charge of 
children. 

5. Boys' and girls' attendants or supervisors. 

6. Foremen. 

.7. Janitors, Watchmen, keepers, guards, turn- 
keys. 

• 

Class '*E." Nursing Service. — Officers, attendants, 
nurses, etc., having care of the sick or insane. 

Subclass 1. Head nurses. 

2. Trained nurses. 

3. Head ward nurses. 

4. Nurses and attendants. 

Class **P.'' Teaching Service. — All positions, the du- 
ties of which are scholastic instruction or to educate or 
test the ability to instruct. 

Subclass 1. Principals of schools in the institutions 

which are subject to the provisions of 
this law. 
*' 2. Teachers in all branches, other than such 

as are otherwise specially provided in 
this classification. 

Class '*G.'' Engineers. — All positions where quali- 
fications of an engineering or cognate character ar^ re- 
quired. 

Chief engineers. 
Assistant engineers. 
Firemen. 

Electrical engineers, dynamo tenders, elec- 
tricians. 

Class **H.'' Mechanics and Craftsmen. — All posi- 
tions requiring special mechanical skill, or as craftsmen, 
not classed as laborers. 

Subclass 1. Mechanics and craftsmen whose duties 

shall be actual service as such. 
** 2. Instructors in any handicraft or mechan- 

ical or other trade. 



Subclass 1. 
2. 
3. 
4. 
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Class **!.** Agricultural Service. — All positions, the Agricultural 
duties of which require agricultural or horticultural service, 
knowledge, including arboriculture And the breeding and 
care of domestic animals, or any similar knowledge or 
qualification. 

Subclass 1. Farmers. 

'* 2. Florists, gardeners. 

' ' 3. Dairymen. 

* * 4. Stockmen. 

Class ** J." Miscellaneous positions, which term shall Miscellaneous 
include all positions requiring expert or other qualifica- positions, 
tions not embraced in other groups in this class. 

Subclass 1. Chaplains. 

'* 2. Musicians. 

** 3. Drivers, hostlers. 

'* 4. Bakers, butchers. 

'* 5. Laundrymen, laundresses. 

*' 6. Cooks. 

*' 7. Other positions, except those specifically 

named in this classification as in other 
groups or hereafter included in them. 

Class **K." Unskilled Labor Service. „ . ,,, , 

unsKiiiea 

Subclass 1. All positions of common labor to be filled labor service. 

by males. 
*' 2. All positions of domestic work or common 

labor to be filled by females. 

(2) The omission in the above classification of any omission in 
official designation or appellation of a position in the serv- classification, 
ice shall not exclude such position from the classification, 

as it will be comprised in the class and subclass to which 
it belongs by the general definition and specifications of 
such class and subclass. 

(3) The Commission may further subdivide, for the Further 
purpose of examination, the positions in any class, or sub- subdivision. 
class thereof, so as to test practically the special qualifica- 
tions requisite for such positions. 

III. 
FEES AND APPLICATIONS. 

Applicants 

Civil Service Act, Section 12. Every applicant for ex- must pay one 
amination, except unskilled laborers, shall pay the State ^oiiar to state 
Treasurer the sum of one dollar, to be placed to the credit thnrldiVof 
of the Commission, in a special fund for the purpose of commission. 
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defraying, so far as possible, the expenses to be incurred 
hereunder, and no one shall be examined until he or she 
exhibit the Treasurer's receipt therefor. 

(1) No person shall be admitted to examination or 
registration for a position in the classified service until 
he shall have filed an application under oath upon a form 
prescribed by the Commission, giving such evidence in 
regard to age, citizenship, character, physical and mental 
capacity, previous employment, training and fitness as 
the Commission may require. All applications must be 
filled out and signed in the handwriting of the applicant 
except that persons who are unable to write may have 
their application filled out by some other person, but 
must have their name identified by their mark, and said 
mark witnessed. 

(2) Every application shall bear the certificates of 
at least three reputable persons to the effect that they 
have personally known the applicant ; that they have read 
his statement and believe it to be correct ; that they know 
him to be of good character and reputation and that they 
will, upon request, give the Commission such further facts 
concerning him as they may possess. 

(3) The Commission may fix the limits of time be- 
tween which applications for a given examination shall 
be presented ; but such period shall in no case be less than 
ten days. 

(4) A defective application shall be returned for 
correction and shall be accepted if returned in correct 
form before the date of examination. 

(5) No application shall be accepted unless the ap- 
plicant is within the age limitations fixed by the Com- 
mission for entrance to the position to which he seeks to 
be appointed. 

(6) Where physical qualifications are necessary the 
Commission may require the applicant to file with his 
application a certificate of physical fitness from a reputa- 
ble physician, or in its discretion may require the appli- 
cant to submit to examination before physical examiners 
appointed by the Commission. 

(7) Applications when presented shall be dated, 
numbered and recorded in the order of their receipt. An 
application that has been accepted and filed shall not be 
returned for any reason to the applicant. 
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IV. 

EXAMINATIONS. 

Civil Service Act, Section 13. All examinations shall Examinations, 
be absolutely impartial, practical in their character, and General 
with paramount regard to matters which will fairly test provisions, 
the relative capacity and fitness of the persons examined commission 
for the service which they seek to enter. ^^^ refuse to 

•^ examine or to 

^ 3|5 v 5ie 15 15 certify an 

The Commission may refuse to examine, or after ex- fack*of"any°' 
amination, to certify, an applicant who is found to lack preliminary 
any preliminary requirement established by rule, for the requirement. 
examination or position for which he applies; or who is unfitness. 
found physically unfit to perform the duties attaching to Excessive use 
said position, or who is addicted to the habitual use of in- ^f intoxicating: 
toxicating beverages to excess ; or who has been guilty of ^j,^^^ ^^ ' 
a crime, or of infamous or notoriously disgraceful con- notoriously 
duct; or who has within two years been dismissed from disgraceful 
the public service for delinquency or misconduct ; or who Dismissal from 
has intentionally made a false statement of any material pubuc service, 
fact, or practiced or attempted to practice any deception ^^ise 
or fraud in his application, or in his examination, or in ^g^^^ ^^ 
securing his eligibility or appointment. deception. 

(1) Examinations shall be open to all those who BxaminaUons, 
comply with the requirements in regard to applications ^° whom open, 
and fees an(J who are not debarred by the Commission for 

sufficient cause in accordance with section 13 of the civil 
service law. 

(2) All examinations shall be public and shall re- Shaii be public, 
late to such matters as will fairly test the relative capac- 
ity and fitness of the persons examined to discharge the Scope of. 
duties of that service into which they seek to be appointed 

and may include special practical tests of fitness for any practical tests, 
particular positions requiring scientific, professional and 
technical knowledge or manual skill. 

(3) So far as practicable examinations shall be held periodically, 
periodically and the dates of examinations published at i>ates published 
the beginning of the year. . H^'^'''''^ ^' 

(4) All examinations shall be advertised at least -^^^i^q 

two weeks prior to the final date for the receipt of appli- published in 
cations by at least two insertions in one or more news- newspapers or 

bv other 

papers published in the. state, or by such other methods methods, 
as the Commission may elect. Notices of examination 
shall, at the same time, be posted in the office of the Com- 



52 



RULES 



Posted in office 
of the 
Commission. 

Principal 
newspapers. 

All postofflces. 

Contents of 
notice. 

Competitive 
examinations. 
In Denver and 
each county 
having: a state 
institution. 

Also elsewhere. 



Local board of 
examiners at 
each state 
institution. 



Subject and 
weight of 
examinations. 



Subjects- 
how marked. 

Average rating 
of 70 per cent, 
required for 
eligible list. 

Chief examiner 
may consult 
others in fram- 
ing questions, 
but they must 
be kept abso- 
lutely secret. 

Examinations 
may be written 
or oral, or both, 



Medical and 
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mission and sent to the principal newspapers throughout 
the state and to all postmasters with a request that they 
be posted in their offices. The notice of examination shall 
set forth in each case (a) the title of the position, (b) 
the time and place of examination, (c) the date upon 
which the receipt of applications will close, (d) such 
other information as the Commission may deem pertinent 
and necessary. 

(5) Competitive examinations, except for positions 
in grade 4, 5, 6 or 7, shall be held simultaneously in the 
city of Denver and at a place to be selected by the Com- 
mission in each county of the state in which a state in- 
stitution is located. If the Commission considers it desir- 
able for the best interests of the service, examinations 
may be held at other places as well. 

(6) The Commission may designate three oflScials, 
one of whom shall be a physician, in connection with each 
state institution, to act as a local board of examiners and 
to perform such duties in connection with the administra- 
tion of the civil service law as the Commission shall di- 
rect. 

(7) The subjects of examinations and the weight to 
be attached to each subject in marking shall be deter- 
mined by the chief examiner, subject to the direction of 
the Commission. 

(8) Each subject shall be marked upon a scale of 
100, which shall represent the maximum possible attain- 
ment. No person shall be placed upon the eligible list 
whose final average rating is less than 70 per cent. 

(9) In preparing the questions to be used in an 
examination the chief examiner may consult with the 
head of the department or with experts, in regard to the 
duties of the position to be filled. But the questions 
actually to be used shall be kept absolutely secret in 
advance of the examination. 

(10) Whenever practicable the examinations shall 
be written, but the Commission may determine whether 
the examination shall be written or oral, or both, provided 
the same is decided upon in advance of the examination, 
and a written record is made of the oral examination. 

(11) Medical and physical examinations, when 
deemed necessary, shall be conducted by physicians des- 
ignated by the Commission, and a failure to pass such 
examinations shall absolutely debar a candidate from the 
eligible list. 
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(12) Whenever, in its opinion, any position to be in fiduciary 
filled in the competitive class has a fiduciary or executive positions" 
character the Commission may require, as a part of the special certifl- 
examination, such special certificates by reputable and cates may be 
responsible citizens as to the character, trustworthiness ^^^^ ^®^' 
and business experience of an applicant or eligible as it 

may deem proper and expedient. All such special certifi- 
cates shall be properly filed and retained as records in the 
office of the Commission. 

(13) When the position to be filled involves fidu- in positions of 
ciary responsibility, the appointing officer may require g^^^nsf^nk^ya 
the appointee to furnish a bond in such amount as the bond may be 
Commission may deem reasonable. required. 

(14) Before proceeding to answer the questions in Declaration 
the examination each competitor shall be required to B^eet— con- 
fill out and sign a declaration sheet, giving his full name 

and address and such other information as the Commis- 
sion may require,' and to seal the same in an official Sealed in an 
envelope. The envelope and the papers of the candidate envek)pe. 
shall be marked with an identical* number. At the close how marked. 
of the examination the envelope shall be placed in a Deposited in 
sealed package and deposited in a safe place, and the safe place. 
package shall be opened for the identification of the open for 
papers only after the marking has been completed on i<ientincation. 
all the papers. Any paper bearing the name of the can- Papers bearing 
didate, or any other identification mark, shall be rejected, °^™® °' ^^' 
and specific announcement of this fact shall be made at rejected, 
the commencement of the examination. 

(15) Upon the completion of the marking each can- Notice of 
didate shall receive notice of his rating, and shall, on rating given 
application, subject to the regulations of the Commis- ®^° candidate. , 
si on, be permitted to see the eligible list and inspect his 

papers. 

(16) No request for a review of the marking shall Review of 
be entertained by the Commission unless made within marking, 
ten days of the date when the notice as to the standing 

of the candidates is sent out, and no change in rating change in 
shall be made unless some manifest error shall appear rating, 
on the face of the papers. 

(17) A person legally holding a position by appoint- when 
ment for a fixed term may be retained without examina- examinations 

^ ^1 'J.' £ x, A. not necessary. 

tion at the expiration oi such term. 



54 



RULES 



Eligrible lists. 

Percentage 
necessary. 

Form of entry. 



When two 
ellglbles have 
same rating. 



Period of 
eligibility two 
years, may be 
continued third 
year. 

Notice of 
termination 
sent all persons. 



Appointing 
power make 
requisition upon 
Commission. 



Contents. 

Must certify 
highest name. 

The person 
appointed. 

Sex, if not 
specified, dis- 
regarded. 

Requisition, 
what it shall 
state. 



Certification, 
what it shall 
contain. 

Highest name 
on most appro- 
priate list. 



V. 
ELIGIBLE LISTS. 

(1) The names of all candidates who receive a final 
average rating of 70 per cent, or over in the examination 
shall be placed on the appropriate eligible list in the 
order of their standing in the examination, and against 
each name shall be noted the date of examination, the 
date on which the name was entered on the list and the 
average rating. 

(2) When two or more eligibles have received the 
same average rating the person first filing his applica- 
tion, or if the examination be for promotion, the first ap- 
pointed in the department, shall have priority. 

(3) A name will be removed from the eligible list 
at the expiration of two years, unless, in the judgment 
of the Commission, it is advisable that the names of all 
those whose eligibility is about to expire be continued 
on the list for a third year. Persons shall be notified 
when their eligibility 'has terminated. 

VI. 

REQUISITION, CERTIFICATION AND 

APPOINTMENT. 

Civil Service Act, Section 15. Whenever there is an 
appointment to be made in the classified service under this 
act the appointing officer, or power, shall make requisition 
upon the Commission for the name, of an eligible person, 
specifying the nature of the position to be filled, and upon 
receipt of such requisition the Commission shall certify 
the name of the person standing highest upon the most 
appropriate list; and the person so certified shall be ap- 
pointed. In case the requisition, or any law or regulation, 
shall designate sex, only that sex shall be certified ; other- 
wise, sex shall be disregarded. 

(1) The requisition shall state specifically the title 
and duties of the position to be filled, the compensation 
to be paid, and whether the position is to be filled per- 
manently or for a temporary period. 

(2) The Commission in making certification in re- 
sponse to such requisition shall give the full name and ad- 
dress and the average obtained in the examination of the 
person standing highest upon the most appropriate list, 
and shall immediately notify such person by mail of such 
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certification, and the title and salary of the position to be ^^^^^^ g^^^. 
filled. A certification shall remain in force for 15 days, person certified. 
If there be more than one vacancy to be filled the Com- duration of 
mission shall certify as many names as there are va- 
cancies, but appointments must be made in the order of 
standing on the eligible list. 

(3) The appointing ofl&cer must select for appoint- ^1^^^ must be 
ment on probation the person certified by the Commission, appointed un- 
unless proof of his unsuitability for the reason specified in ^®®^ unsuitable 

under the law 

section 13, clause 3, of the Civil Service Law is submitted y^Yien addi- 
to the Commission, in which ease the Commission may tionai name / 
certify an additional name. ™*?!i'® 

•^ certified. 

(4) The person selected for appointment or promo- Appointing 
tion shall be duly notified by the appointing officer, and officer must 
upon accepting and reporting for duty shall receive from seiectedr"^'^ 
such officer a certificate of appointment or promotion for certificate of 

a probationary period of three months, during which appointment or 
period he shall not be discharged without the consent of proi^^o^ °^ 
the Commission. His retention in the service beyond the 
period of probation shall be equivalent to his absolute 
appointment. 

(5) The name of any person certified as eligible for Name of per- 
probationary appointment who shall decline such appoint- son certified 
ment shall be stricken from the eligible list unless such en^we^sM™ 
declination be for one of the following reasons : (a) resi- appointment 
dence in a county other than that in which the duties are declined. 

to be performed; (b) insufficiency of the compensation ExcepUons. 
offered; (c) temporary inability, physical or otherwise, 
the evidence of which must be acceptable to and approved 
by the Commission and set forth in its minutes. 

An eligible who has declined appointment on the Not certified 
ground of residence shall not again be certified for an- compensation 
other position in the same county as the one declined, declined. 

An eligible who has declined appointment by reason 
of the insufficiency of the compensation offered shall not 
again be certified for a similar position at the same or any 
less compensation. 

The failure of an eligible to accept an offer of ap- Failure to ac- 
pointment within one week next succeeding the mailing a^JL^J^natkm^^ 
of notice of appointment shall be considered a declination. 

On notification from an appointing officer that a per- when the name 
son named in a certification has declined appointment, nlx?on"he*iist 
and on receipt of such declination in writing, or of evi- may be 
dence of the failure of such person to respond to a notice certified. 
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properly sent, such certification shall be completed by the 
addition of the name of the eligible next in order. 

(6) If a person who is not entitled to certification 
is appointed, his appointment, upon due notification from 
the Commission, shall be revoked. 

(7) All persons appointed or promoted in the class- 
ified service shall be assigned to, and perform the duties 
of, the position to which appointed or promoted. In case 
of exigency an employe may be temporarily assigned with- 
out extra pay to other than his regular duties. But no 
such assignment shall be for a period of more than ten 
days without the consent in writing of the Commission 
thereto. 

vn. 

PBOVIBIONAL, TEMPORARY AND EMERGENCY 

APPOINTMENTS. 

(1) Whenever there are urgent reasons for filling 
a vacancy for which no appropriate eligible list exists 
the Commission may authorize the appointing power to 
nominate a person for non-competitive examination, and 
if such person shall be certified as qualified, after such 
examination, he may be appointed provisionally for a 
period not to exceed sixty days. The Commission shall 
proceed at once to advertise and hold a competitive exam- 
ination and upon completion of the eligible list the pro- 
visional appointment shall cease. In case the competitive 
examination does not furnish an appropriate eligible list 
the Commission may allow the provisional appointment 
to be made permanent. 

The Commission may, however, in its discretion, per- 
mit a permanent appointment to be made upon non-com- 
petitive examination, without first making a provisional 
appointment or advertising a competitive examination, if 
within one year prior to the date of such appointment it 
has held a competitive examination for the position in 
question and has been unable to establish an appropriate 
and adequate eligible list therefrom. 

The local board of examiners at each State Institu- 
tion may be called upon by the Commission to receive ap- 
plications, conduct non-competitive examinations and 
make reports thereon to the Commission, in accordance 
with its instructions. 

(2) Where there is a vacancy in any position in the 
classified service demanding peculiar and exceptional 
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qualifications of a scientific, professional or educational vacancy in a 
character, and upon satisfactory evidence that for special position of 

^.^. . , . , . , .• i_i peculiar and 

reasons competition in such special case is not practicable, exceptional 
and that the position can be filled by the selection of some qualifications 
designated person of high and recognized attainment in ^^ which 

, -..., jt r>t •• ji'xi -A. competition Is 

such qualities, the Commission may authorize the appoint- ^ot desirable, 
ing power to select a suitable person who shall be subject ^^^ ^^^^^ 
to examination and, if found qualified, certified for ap- 
pointment. 

(3) When services of a temporary or occasional char- Temporary 
acter are required, and for periods in the aggregate not appointnients 
exceeding six months in any one year, the appointing of- Deration, 
ficer shall notify the Commission, which shall either cer- 
tify the person standing highest on the eligible list who is 

willing to accept such temporary appointment, or if it 
deems this impracticable allow the temporary appoint- 
ment upon non-competitive examination of a person des- 
ignated by the appointing officer. But no such appoint- 
ment shall continue beyond the period authorized by the 
Comnfission. Neither acceptance nor declination of any 
such temporary employment shall affect the right of the 
eligible to continued certification for permanent employ- 
ment ; nor shall acceptance confer upon such eligible any 
of the rights of promotion, transfer or reinstatement. 

(4) Where there is a vacancy of an emergency char- Emergency 

,. .^. .,1 i'/»-i • T«^» J. appointments. 

acter m a position m the classified service, and it is not 
practicable either to secure a person by certification from 
an eligible list or to conduct a non-competitive examina- 
tion in the absence of such a list in time to meet such 
emergency, an appointment may be made without certi- 
fication or examination, subject to the subsequent ap- 
proval of the Commission, for a period not exceeding two Duration, 
weeks. 

(5) Inmates of state institutions may be assigned inmates of 
by the lawful authorities, without examination or regis- institutions, 
tration, to such minor duties in their respective institu- 
tions as they are fitted to perform. 

vm. 

PROMOTIONS. 

fl) A change in rank or grade shall constitute pro- Proinotipn. 
motion. A material change in duties and in responsibil- 
ities shall be deemed a change in rank and an increase in change in rank, 
salary beyond the limits fixed for the grade by clause 8 of change in 
this rule shall be deemed a change in grade. grade. 
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(2) Vacancies in positions in the classified service 
above the lowest rank or grade shall, so far as practicable, 
be filled by promotion from among persons in the same 
department, office or institution, who have held positions 
for at least six months in the next lower rank or grade. 

(3) Promotion shall be based on (a) the competitive 
mental examination; (b) the comparative efficiency, char- 
acter, conduct and seniority in service of the candidates 
for promotion, to each of which shall be given a weight of 
50 per cent. 

The departments, offices and institutions subject to 
the jurisdiction of the civil service law are hereby re- 
quired to establish and maintain efficiency records for 
each classified employe, showing (a) the quantity of work 
performed, (b) the quality of work performed, (c) apti- 
tude and capacity for initiative, (d) punctuality and at- 
tendance, (e) character and habits so far as they affect 
efficiency or trustworthiness. Such record shall also give 
a list of all fines and penalties imposed and all commend- 
ations bestowed. The Commission shall furnish blank 
efficiency records upon which the entries shall be made 
monthly by the immediate chief of the employe to be 
rated. In the first week of January of each year the head 
of the department shall certify and transmit to the Com- 
mission a transcript or summary of such records for the 
preceding year. Such record shall be open to the inspec- 
tion of the employe, under proper supervision. 

(4) The Commission shall send to each person en- 
titled to compete for promotion an application blank, upon 
which, if he desires to enter the examination, the candi- 
date shall state in full his experience in the service and 
before entering the service as qualifying him to enter the 
examination. Such application shall be signed and sworn 
to, and may be given such weight as supplementing the 
efficiency record as the Commission shall see fit. 

(5) Examinations for promotion shall be ordered as 
often as may be necessary to meet or anticipate the needs 
of the service, and, so far as practicable, shall be held 
periodically. 

(6) If the vacancy to be filled is in a position in 
Grade 4, 5, 6 or 7, the Commission may, if it deems that 
on account of the executive ability required to fill the 
position promotion by competitive examination is imprac- 
ticable and not for the best interests of the service, hold 
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an original competitive examination without regard to 
the number of persons in the next lower rank or grade. 

(7) The examination shall be conducted, the eligi- 
ble list drawn up and requisition, certification and ap- 
pointment made in the same manner as prescribed for 
original appointment in Rules. IV, V and VI. 

(8) The grades for all departments, oflBces and insti- 
tutions shall be the following : 

Grade 1. All positions, the compensation of which is at 

the rate of not more than four hundred dol- 
lars per annum. 

Grade 2. All positions, the compensation of which is at 

the rate of more than four hundred dollars 
and not more than seven hundred dollars 
per annum. 

Grade 3. All positions, the compensation of which is at 

the rate of more than seven hundred dollars 
and not more than one thousand dollars per 
annum. 

Grade 4. All positions, the compensation of which is at 

the rate of more than one thousand dollars 
and not more than fifteen hundred dollars 
per annum. 

Grade 5. All positions, the compensation of which is at 

the rate of more than fifteen hundred dollars 
and not more than two thousand dollars per 
annum. 

Grade 6. All positions, the compensation of which is at 

the rate of more than two thousand dollars 
and not more than twenty-five hundred dol- 
lars per annum. 

Grade 7. All positions, the compensation of which is at 

the rate of more than twenty-five hundred 
dollars per annum. 

For purposes of this section, full maintenance in state 
institutions shall be valued at $150.00 per annum. 



Examinations, 
and all subse- 
quent pro- 
cedure, same 
as In ori^nal 
appointments. 

Grades for 
entire classified 
service. 

Annual com- 
pensation not 
more than $400. 

$400 to 1700. 



$700 to $1,000. 



$1,000 to $1,500. 



$1,600 to $2,000. 



$2,000 to $2,500. 



More than 
12.500. 



Value of 
maintenance in 
state 
institutions. 



IX. 

TRANSFERS. 

(1) A person who has been permanently appointed Transfers, 
to a position in the classified service may be transferred, 
with the consent of the Civil Service Commission and of when allowed 
the heads of departments affected thereby, to a similar po- 
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sition in the same class, subdivision and grade, but no 
transfer shall be made to a position which, in the opinion 
of the Commission, can be adequately filled by promotion. 



When allowed. 



Within one 
year. 



Lists of 

separated 

appointees. 

Names on such 
lists to have 
preference over 
those on 
eliirible lists. 

Leave of 
absence. 

Duration. 



Absence with- 
out leave. 



X. 

REINSTATEMENTS. 

(1) A person who has been permanently appointed 
to a position in the classified service and who has been 
separated from the service through no delinquency or mis- 
conduct on his part may be reinstated in a position in the 
same class, subdivision and grade in the same department 
or institution, at the request of the appointing ofificer, 
within one year from the date of separation. The names 
of such persons, except of those who have resigned from 
the service, shall be entered upon lists of separated ap- 
pointees in the order of their original appointment and 
shall remain there for a period of one year, and upon no- 
tice of a vacancy in the same or a similar position in any 
department or institution, names from such list of sep- 
arated appointees shall be certified to the appointing of- 
ficer in preference to names from the eligible lists. 

(2) Leave of absence without pay may be granted 
by the head of department where such absence does not 
exceed one month or, in case of sickness, six months, but 
the Commission, in exceptional cases, the circumstances of 
which shall be stated in its minutes, may extend such 
periods, not, however, to exceed one year. 

(3) Absence without leave for a period of five days, 
unless it can be subsequently shown that such absence 
was unavoidable, may be construed as a resignation. 



Discharges. 

Reduction in 
srade or 
compensation. 

When allowed. 

Procedure. 

Specifications 
to be given 
employe. 

Time to answer. 



XI. 

SUSPENSION, REDUCTION AND DISCHARGE. 

Civil Service Act, Section 16. Discharges from the 
classified service, or reduction in grade or compensation, 
or both, may be made for any cause not political or re- 
ligious, which may promote the efficiency of the service, 
but such cause shall be specifically stated in writing by the 
authority making the discharge or reduction ; and the per- 
son to be discharged or reduced shall be furnished a copy 
of the specifications, and be allowed a reasonable time to 
file an answer thereto. A copy of the order of discharge 
or reduction, the specification and answer shall be made a 
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part of the record of the division of the civil service in Papers a part 
which the discharge or reduction is made, and copies of ^^^^^ divuion of 
these papers shall be filed by the said authority with the the pubuc 
Commission immediately on being issued or received. service. 

(1) The heads of departments may, for cause speci- papers med 
fied in writing and filed with the Commission, suspend ^*^^ *^® 
subordinates without pay for a reasonable period, not to suspension for 
exceed thirty days. thirty days. 

(2) A statement of the cause for discharge from the written * 
classified service, or reduction in grade or compensation, speciflcations 
shall be served on the employe, or in case of absence from ^^ employ?.^*' 
duty, shall be mailed to him. The employe shall be al- 
lowed at least five days from the date of service or mail- Have five days 
ing in which to file an answer. ' to answer. 

xn. 

SPECIAL PROVISIONS FOR EMPLOYMENT OF UN- 
SKILLED LABORERS (CLASS K). 

(1) The local board of examiners at each state in- i^cai board of 
stitution shall serve as a board of labor registration. The examiners at 
board shall establish separate registration lists for the f^^.^.®^f^® 
different kinds of unskilled labor and shall register appli- ^^g^^^ ^^ 
cants thereon in the order in which they apply. A name registration, 
shall^ be stricken from the list at the expiration of two ^^^^^^ ^^ 

years. registration. 

(2) The Commission shall require an applicant to ^niisgion 
furnish such evidence or to pass such examination before ghaii require 
the board of registration as they may deem proper with applicants to 
respect to his age, residence, physical condition, ability or^be^xamined^ 
to labor, sobriety, industry and experience in the employ- as to certain 
ment for which he applies. facts. 

(3) Certification and appointment shall be made in certification 
the manner prescribed by Eule VI, except that the proba- and appoint- 
tionary period for unskilled labor shall be one month. ™®'^*' 

(4) A laborer discharged from the service shall re- discharge 
ceive a discharge card from the officer under whom he was cards to be 
working, stating the position in which he was last em- !jJJ."^^^®*^* 
ployed and certifying that his conduct and capacity were contain, 
''good," "fair" or "poor." In case he received a rating 

of "good" for both conduct and capacity he shall be gbaii be reg- 
registered on a preferred list for reinstatement in the istered on 
same or a similar position, and his name shall remain on Preferred list 

for reinstate— 

such list for a period of two years. If rated as "poor" ment for two 
in either conduct or capacity he shall not be allowed to years. 
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If rated "poor" register again for a period of two years, except by spe- 
aiiowed to rey- ^^^^ permission of the Commission for reasons to be stated 
ister again for in its minutes. 

two years. 



Commission 
shall keep a 
roster of all in 
classified 
service. 

What it shall 
show. 



Public officers 
shall furnish 
Information for 
this roster and 
report all 
changes. 



The Commis- 
sion shall 
certify to all 
auditing officers 
name of every 
person in classi- 
fied service to 
whom a war- 
rant shall issue. 

No warrant 
shall be Issued 
to any such 
person not 
certified. 

Payments 
made contrary 
to this act may 
be recovered 
from any officer 
signing such 
warrant, or 
from the 
sureties on his 
bond. 



THE PUBLIC ROSTER AND CERTIFICATION TO 

AUDITORS. 

Civil Service Act, Section 19. The Commission shall 
maintain in its office as a public record a complete roster 
of all persons in the Civil Service affected by this act. The 
roster shall show in connection with each name the date 
of appointment, employment, promotion, reduction or re- 
instatement, the cofipensation, title of the position, and 
the nature of the duties thereof, and the date and causes 
of any termination of such employment. 

Section 20. All officers, boards and Commissioners 
of the state and of any municipality affected by this act 
shall furnish all reasonable information, upon request, for 
said roster, and report immediately to the Commission 
every change occurring in any office, position or employ- 
ment covered by this act. 

Section 21. The Commission shall certify to all au- 
diting officers or boards affected by this act the name of 
every person in the classified service for whom it is the 
duty of such auditing officers or boards to issue a warrant, 
stating in each case the character and the date of com- 
mencement of service, compensation and any change in 
such service. No auditing officer or board, as aforesaid, 
shall issue a warrant for the payment of any compensa- 
tion to any person in the classified service not so certified. 
Any payments contrary to the provisions of this act, and 
of the rules hereunder, may be recovered from any of- 
ficer or member of a board signing or counter-signing war- 
rants therefor, or from the sureties on the official bond of 
such person or persons, in an action brought by the state, 
or any municipality affected by this act, or by any tax 
payer for the use of the same. 

(1) Neither the State Auditor nor any other audit- 
ing officer or board shall issue a warrant for the payment 
of any compensation to any person in the classified serv- 
ice, unless such person shall first present or cause to be 
presented to said State Auditor or other auditing officer 
or board a voucher, issued by the proper authorities of the 
institution in which said person is employed and duly 
certified to by the Civil Service Commission, stating in 
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each case the character and date of commencement of 
service, the compensation and any change in such service. 

XIV. 

OENEBAL PROVISIONS OF THE LAW. 

Civil Service Act, Section 13. No statement in any Political or 
application, recommendation, or question in any examina- religious opin- 
tion shall relate to political or religious opinions or af- uons°shau"not 
filiations, and no appointment or selection to office, or em- influence 
ployment within the scope of this act, shall be in any appointments, 
manner affected or influenced by such opinions or affixa- 
tions. 

Section 14. No person shall wilfully or corruptly, corrupt 
by himself or in co-operation with one or more persons, practices in 
defeat, deceive or obstruct any person in respect to his or defined and^^ 
her right of examination, or falsely mark, grade, estimate forbidden. 
or report upon the examination or proper standing of any 
person examined hereunder, or aid in so doing, or make 
any false representation concerning the same, or concern- 
ing the person examined, or furnish to any person any 
special or secret information for the purpose of either 
improving or injuring the prospects or chances of any 
person so examined, or to be examined, or impersonate impersonation 
another person, or permit or aid another person to imper- of another 
senate him in any application, examination or registration. '^'^^*<^<^®^- 

fm ^' Mwm ^^ . .m ««. . « «« « Pcrsous In the 

Section 17. No person in the public service shall, for public service 
that reason, be under any obligation to contribute to any are not obiigred 
poUtical fund, or to render any political service, and shall l^rp^^o™^^ ^'^ 
not be removed or otherwise prejudiced for refusal to fund or to 

£[q gQ render political 

service. 

No officer or employe of the state, or of any munici- They shaii not 
pality, shall discharge, promote, degrade, or in any man- be prejudiced 
ner change the official rank or compensation of any other [^J ^°^ ^°*"^ 
officer or employe, or promise or threaten to do so, for giv- 
ing or withholding or neglecting to make any contribu- 
tion of money or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 

Section 18. No person while holding any public of- corrupt use 
fice or employment in the service of the state, or of any <>' political 
municipality, or in nomination for or while seeking a forbidden. 
nomination or appointment for any office, shall corruptly 
use, or promise to use either directly or indirectly any of- 
ficial authority or influence, whether then possessed, or 
anticipated, in the way of conferring upon any person, or 
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Penalty for 
violation of 
this act or 
rules by any 
one In the 
public service. 



Penalty for the 
violation of the 
act or rules. 



Cities of the 
first and 
£econd class 
may adopt this 
act. 

Council may 
submit ques- 
tion upon peti- 
tion of fifteen 
per cent, of 
bona fide 
residents. 

At general or 
special election. 



Election con- 
ducted same as 
if for municipal 
oflScers. 



Election notice, 
what to con- 
tain. 



in order to secure or aid any person in secnring any of- 
fice or public employment, or any nomination, confirma- 
tion, promotion or increase of salary, or to interfere with 
any election, upon the consideration or condition that the 
vote or political infiuence, or the action of the last named 
person, or any other, shall be given or used in behalf of 
any candidate, officer or party, or upon any other corrupt 
condition or consideration. 

Section 22. Any person occupying any ^ position in 
the service of the state, or of any municipality affected 
by this act, who shall violate any of the provisions of this 
act or the rules hereunder, shall be discharged from such 
position and shall be ineligible to reinstatement therein, 
or appointment to any other branch of the public service 
for two years thereafter. 

Section 23. Whoever makes an appointment to office 
or selects a person for employment, contrary to, or wil- 
fully refuses or otherwise neglects to comply with the 
provisions of this act, or of any rule hereunder, shall be 
deemed guilty of a misdemeanor and for each and every 
offense, shall, upon conviction, be punished by a fine of 
not less than one hundred dollars, nor more than fifteen 
hundred dollars, or by imprisonment for a term not less 
than one month, nor more than one year, or by both fine 
and imprisonment. 

Section 24. Any city of the first or second class, 
whether organized under general law or special charter, 
may adopt the provisions of this act in the manner fol- 
lowing: 

The council may, and upon the petition of bona fide 
residents in number not less than 15 per cent, of the last 
preceding vote for mayor shall, submit the question of 
adopting the provisions of this act to a vote of the quali- 
fied electors at the next general election for municipal of- 
ficers, or at a special election which the council may call 
for such purpose. The signatures to such petition shall be 
acknowledged before a notary public, and need not all 
be on one paper. The election shall be called and held, 
and the vote counted and canvassed, and the result deter- 
mined and certified, in all respects as nearly as may be 
in accordance with the provisions of law now governing 
the election of municipal officers in said city.. The elec- 
tion notice shall state that the purpose of the election is 
to ascertain whether or not the city will adopt the pro- 
visions of this act, and that the election is held there- 
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under. All persons voting on the question submitted at separate 
such election shall vote by separate ballot prepared sub- ^^^^ts. 
stantially in the manner and form in which official ballots 
are prepared for the election of municipal officers in said 
city, and shall have printed thereon the words ''For the Form of baiiot. 
merit system" and "Against the merit system/' and the 
voter shall designate his choice by placing a cross (X) how voted. 
opposite the proposition of his choice, in the manner now 
provided by law for voting upon amendments to the Con- 
stitution of the state of Colorado. The ballots shall be de- separate baiiot 
posited in a separate ballot box in each polling place pro- ^ Majority of 
vided by the city for that purpose. If, upon the official aii votes cast 
determination of the result of such election, it appear that *^® *^/^^^' 
a majority of all the votes cast are in favor of the adop- ru?es^go^nto 
tion of the provisions of this act, then this act and all force and effect 
rules made thereunder shall immediately thereafter be in ^^ ^^^^ °**^- 
full force, and effect in said city, and the clerk of the city ^^gf ce^rtw J 
shall immediately certify the result of said election to the results to 
Civil Service Conunission. commission. 

Section 25. All acts and parts of acts inconsistent Repealing: 
with the provisions of this act are hereby repealed. clause. 

XV. 

AMENDBIENT OF RULES. 

(1) No amendment to these rules shall be adopted Amendments, 
by the Commission at the same meeting at which it is pro- 
posed, and no final action shall be taken on any amend- 
ment in less than seven days after its proposal. The Com- • 
mission shall furnish a copy of the proposed amendments 
to anyone requesting the same and shall allow him an op- 
portunity to be heard if he so desires. 
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^ Laws of 1907, Chapter 117. S. B. No. 28, by Senator Booth. 

AN ACT IN RELATION TO CIVIL SERVICE IN STATE INSTITU- 
TIONS AND MUNICIPALITIES. 

Be it Enacted by the General Assembly of the State of Colorado: 

Section 1. As soon as this act shall go into effect, the governor 
shall appoint three persons as Civil Service Commissioners, to serve 
for six years, four years and two years, respectively, from the date 
of their appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the governor, with the 
consent of the senate, shall appoint one person, as the successor of 
the Commissioner whose term shall expire, to serve for the term 
of six years from the date of appointment and until a successor 
is appointed and qualified. Any vacancy shall be filled for the un- 
expired term by appointment by the governor. At no time shall 
more than two Commissioners be adherents of the same political 
party. 

The governor may remove any Commissioner appointed under 
this act for incompetency, inefficiency, neglect or violation of its 
provisions, or of the rules in force hereunder, after first specifying 
in writing the cause of removal. 

Section 2. The Commissioners shall serve without compensation, 
but shall be paid their traveling and other necessary expenses actually 
incurred in the discharge of their official duties. They may appoint 
one of their number president. 

Section 3. They may appoint a secretary who shall also be 
chief examiner, who shall superintend, under their direction, any 
examination under this act, and perform such other duties as they 
may prescribe. The secretary shall be paid a salary not to exceed 
eighteen hundred dollars a year, and his necessary traveling ex- 
penses actually incurred in the discharge of his official duties. They 
may also employ such other clerical assistance as may be necessary 
to carry out the provisions of this act. 

Section 4. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or 
more persons in the service of the state, or of any municipality 
affected by this act, with the consent of the head of the depart- 
ment, or office, in which said person is employed, who shall act 
as assistants to the Commissioners in any examination held under 
this act. All officers of the state or of any municipality affected 
by this act, shall assist the Commission in carrying out the pro- 
visions of this act. 

Section 5. It shall be the duty of the Commission to investigate 
all alleged breaches of Jthis act, and of its rules, and in the course 
of such investigation they, or any of them, or the secretary, may 
subpoena witnesses, administer oaths, compel the testimony of wit- 
nesses and the production of books, papers and records relevant to 
such Inquiry, and it shall be the duty of any person so subpoenaed to 
appear and testify, and to produce such books, papers and records as 
are called for in such subpoena. The same compensation shall be al- 
lowed for the attendance of witnesses and the service of papers by 
officers, as is allowed by law in the district courts for the respective 
counties in which such Investigations shall be held, and the Commis- 
sion shall certify such amounts to the auditor of the state for payment 
from the fund which shall be appropriated for the purpose of carrying 
this act into effect. 
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Section 6. The secretary of state shall provide the necessary 
printing:, stationery and postag^e, and a suitable and properly fur- 
nished office in the state capitol for the Commission. On the request 
of the Commission, the custodians of public buildingrs of the state, 
and of the municipalities affected by this act, shall make suitable 
provision for the work of the Commission. 

Section 7. The Commission shall keep records of its proceedings, 
and of all examinations made by it, or under its authority. All 
records and documents filed with the Commission shall be preserved 
as public records and open to public inspection. 

The Commission shall, on or before the 15th day of November 
preceding: each reg:ular session of the general assembly, make a re- 
port to the governor of its work during the two preceding years, in- 
cluding any rules adopted under the provisions of this act, and any 
suggestions for legislation to carry out its purposes, or to improve 
the public service. This report shall be printed and distributed as 
a public document. 

Section 8. The Commission shall make and enforce rules to 
carry out the purposes of this act, and may alter or rescind them. 
All rules and all changes and rescissions thereof shall be approved 
by the governor, and forthwith printed by the Commission for dis- 
tribution, and one copy thereof sent to each officer, or board of 
officers, having the right to appoint or employ any person in the 
public service under this act. If the governor does not act on a rule 
or change in a rule within ten days after submission, then such 
rule or change shall become effective as though approved. The rules 
shall be printed in one or more newspapers published at the State 
Capitol [state capital], and in any such publication a date shall be 
specified not less than ten days subsequent to the date of the publi- 
cation, when such rules or changes shall go into operation. 

Section 9. The rules shall not be inconsistent with law, may be 
of genera] or limited application and, among other things, shall pro- 
vide, as nearly as the conditions of good administration will war- 
rant, as follows: 

First. For the classification, of the offices, positions and em- 
ployments to be filled. 

Second. For open and competitive examinations to test the 
practicable fitness of applicants. 

Third. For appointment to positions requiring technical, pro- 
fessional or scientific knowledge or training, by non-competitive ex- 
amination when necessary. 

Fourth. For lists of ellglbles based upon such examinations, 
from which all vacancies shall be filled, and for requisition and cer- 
tification. 

Fifth. For periods of probation before appointment or employ- 
ment is made permanent, during which probationers shall not be 
discharged, without consent of the Commission. 

Sixth. For provisional, temporary and emergency appointments 
and employments; for transfers, re-appolntments and re-instatements. 

Serventh. For increase of compensation, and promotion, by suc- 
cessive grades upon ascertained merit, seniority in service and com- 
petitive examination. When practicable, vacancies shall be filled by 
promotion. 

Eighth. For suspension, reduction In grade or compensation, 
and discharge. 

Ninth. For the registration and appointment of laborers, 
skilled and unskilled, according to priority of application and rat- 
ing. The rating need not relate to more than capacity to labor, 
habits of Industry, sobriety and honesty. 

Tenth. For non-competitive examinations when appropriate com- 
petitive examinations do not furnish an appropriate list of ellglbles. 
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Section 10. Except as specified In section 11, the classified ser- 
vice under this act shall Include all employes of the Civil Service 
Copnmisslon, and all appointive officers and employes In state institu- 
tions, and in cities of the first and second class, whether oreranized 
under g-eneral law or special charter, whenever any such cities shall 
adopt this act as hereinafter provided. The city and county of 
Denver and any city orgranized under article XX. of the Constitution 
may avail itself of the provisions of this act. 

All persons occupying: positions in the classified service when this 
act takes effect, shall retain their positions until removed therefrom 
under its provisions. 

Section 11. All boards or Commissions appointed by the gov- 
ernor, and one employe of each of them, except of the Civil Service 
Commission; all officers and employes in educational institutions 
not reformatory or charitable in character; in municipalities, one 
employe of each elective oflEicer, the corporation counsel and his pro- 
fessional assistants, shall form the unclassified service, and shall 
not be aifected by this act. 

Section 12. Every applicant for examination, except unskilled 
laborers, shall pay the state treasurer the sum of one dollar, to be 
placed to the credit of the Commission, in a special fund for the 
purpose of defraying, so far as possible, the expenses to be Incurred 
hereunder, and no one shall be examined until he or she exhibits 
the treasurer's receipt therefor. 

Section 13. All examinations shall be absolutely Impartial, prac- 
tical in their character, and with paramount regard to matters 
which will fairly test the relative capacity and fitness of the per- 
sons examined for the service which they seek to enter. 

No statement in any application, recommendation, or question 
in any examination shall relate to political or religious opinions or 
affiliations, and no appointment or selection to office, or employment 
within the scope of this act, shall be in any manner affected or in- 
fluenced by such opinions or affiliations. 

The Commission may refuse to examine, or after examination, 
to certify, an applicant who Is found to lack any preliminary re- 
quirement, established by rule, for the examination or position for 
which he applies; or who Is found physically unfit to perform the 
duties attaching to said position, or who is addicted to the habitual 
use of Intoxicating: beverages to excess; or who has been guilty of a 
crime, or of Infamous or notoriously disgraceful conduct; or who has 
within two years been dismissed from the public service for delin- 
quency or misconduct; or who has Intentionally made a false state- 
ment of any material fact, or practiced or attempted to practice any 
deception or fraud In his application, or in his examination, or In 
securing his eligibility or appointment. 

Section 14. No person shall wilfully or corruptly, by himself or 
in co-operation with one or more persons, defeat, deceive or obstruct 
any person In respect to his or her right of examination, or falsely 
mark, grade, estimate or , report upon the examination or proper 
standing of any person examined hereunder, or aid in so doing, or 
make any false representation concerning the same, or concerning 
the person examined, or furnish to any person any special or 
secret Information for the purpose of either improving or injuring 
the prospects or chance's of any persons so examined, or to be ex- 
amined; or impersonate another person, or permit or aid another 
person to impersonate him In any application, examination or regis- 
tration. 

Section 15. Whenever there Is an appointment to be made in 
the classified service under this act, the appointing oflScer, or power, 
shall make requisition upon the Commission for the name of an elig- 
ible person, specifying the nature of the position to be filled, and 
upon receipt of such requisition, the Commission shall certify the 
name of the person standing highest upon the most appropriate 
list; and the person so certified shall be appointed. In case the 
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requisition, or any law or regulation, shall designate sex, only that 
sex shall be certified; otherwise, sex shall be disregarded. 

Section 16. Discharges from the classified service, or reduction in 
grade or compensation, or both, may be made for any cause not 
political or religious, which may promote the efficiency of the service, 
but such cause shall be specifically stated in writing by the authority 
making the discharge or reduction: and the person to be discharged 
or reduced shall be furnished a copy of the specifications, and be 
allowed a reasonable time to file an answer thereto. A copy of the 
order of discharge or reduction, the specification and answer shall 
be made a part of the record of the division of the civil service in 
which the discharge or reduction is made, and copies of these papers 
shall be filed by the said authority with the Commission immediately 
on being issued or received. 

Section 17. No person in the public service shall, for that rea- 
son, be under any obligation to contribute to any political fund, 
or to render any political service, and shall not be removed or other- 
wise prejudiced for refusal to do so. 

No oflacer or employe of the state, or of any municipality, shall 
discharge, promote, degrade, or in any manner change the official 
rank or compensation of any other officer or employe, or promise or 
threaten to do so, for giving or withholding or neglecting to make 
any contribution of money or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 

Section 18. No person while holding any public office or em- 
ployment in the service of the state, or of any municipality, or in 
nomination for, or while seeking a nomination or appointment for 
any office, shall corruptly use, or promise to use either directly or 
indirectly, any ofilcial authoritv or influence, whether then possessed, 
or anticipated, in the way of conferring upon any person, or in order 
to secure or aid any person in securing any office or public em- 
ployment, or any nomination, confirmation, promotion or increase of 
salary, or to Interfere with any election, upon the consideration or 
condition that the vote or political influence, or the action of the last 
named person, or any other, shall be given or used in behalf of any 
candidate, officer or party, or upon any other corrupt condition or 
consideration. 

Section 19. The Commission shall maintain in its office as a 
public record a complete roster of all persons In the Civil Service 
affected by this act. The roster shall show in connection with each 
name the date of appointment, employment, promotion, reduction or 
reinstatement, the compensation, title? of the position and the nature 
of the duties thereof and the? date and causes of any termination 
of such employment. 

Section 20. All officers, boards and Commissioners of the state 
and of any municipality affected by this act shall furnish all reason- 
able information upon request for said roster, and report Immedi- 
ately to the Commission every change occurring in any office, posi- 
tion or employment covered by this act. 

Section 21. The Commission shall certify to all auditing officers 
or boards affected by this act the name of every person in the classi- 
fled service for whom it is the duty of such auditing officers or boards 
to issue a warrant, stating in each case the character and date of 
commencement of service, compensation and any change In such 
service. No auditing officer or board, as aforesaid, shall Issue a war- 
rant for the payment of any compensation to any person in the 
classifled service not so certifled. Any payments contrary to the pro- 
visions of this act, and of the rules hereunder, may be recovered 
from any officer or member of a board signing or countersigning 
warrants therefor, or from the sureties on the official bond of such 
person or persons, in an action brought by the state, or any munici- 
pality affected by this act, or by any tax payer for the use of the 
same. 



CIVIL SERVICE ACT 



^ Laws of 1907, Chapter 117. S. B. No. 28, by Senator Booth. 

AN ACT IN RELATION TO CIVIL. SERVICE IN STATE INSTITU- 
TIONS AND MUNICIPALITIES. 

Be it Enacted by the General Assembly of the State of Colorado: 

Section 1. As soon as this act shall go into effect, the grovernor 
shall appoint three persons as Civil Service Commissioners, to serve 
for six years, four years and two years, respectively, from the date 
of their appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the governor, with the 
consent of the senate, shall appoint one person, as the successor of 
the Commissioner whose term shall expire, to serve for the term 
of six years from the date of appointment and until a successor 
is appointed and qualified. Any vacancy shall be filled for the un- 
expired term by appointment by the grovernor. At no time shall 
more than two Commissioners be adherents of the same political 
party. 

The governor may remove any Commissioner appointed under 
this act for incompetency, ineflnciency, neglect or violation of its 
provisions, or of the rules in force hereunder, after first specifying 
in writing the cause of removal. 

Section 2. The Commissioners shall serve without compensation, 
but shall be paid their traveling and other necessary expenses actually 
incurred in the discharge of their ofiicial duties. They may appoint 
one of their number president. 

Section 3. They may appoint a secretary who shall also be 
chief examiner, who shall superintend, under their direction, any 
examination under this act, and perform such other duties as they 
may prescribe. The secretary shall be paid a salary not to exceed 
eighteen hundred dollars a year, and his necessary traveling ex- 
penses actually Incurred In the discharge of his official duties. They 
may also employ such other clerical assistance as may be necessary 
to carry out the provisions of this act. 

Section 4. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or 
more persons In the service of the state, or of any municipality 
affected by this act, with the consent of the head of the depart- 
ment, or oflace, In which said person Is employed, who shall act 
as assistants to the Commissioners In any examination held under 
this act. All oflficers of the state or of any municipality affected 
by this act, shall assist the Commission In carrying out the pro- 
visions of this act. 

Section 5. It shall be the duty of the Commission to investigate 
all alleged breaches of jthls act, and of its rules, and in the course 
of such investigation they, or any of them, or the secretary, may 
subpoena witnesses, administer oaths, compel the testimony of wit- 
nesses and the production of books, papers and records relevant to 
such Inquiry, and It shall be the duty of any person so subpoenaed to 
appear and testify, and to produce such books, papers and records as 
are called for In such subpoena. The same compensation shall be al- 
lowed for the attendance of witnesses and the service of papers by 
ofllcers, as Is allowed by law In the district courts for the respective 
counties in which such investigations shall be held, and the Commis- 
sion shall certify such amounts to the auditor of the state for payment 
from the fund which shall be appropriated for the purpose of carrying 
this act Into effect. 
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Section 6. The secretary of state shall provide the necessary 
printing, stationery and postagre, and a suitable and properly fur- 
nished office in the state capitol for the Commission. On the request 
of the Commission, the custodians of public buildings of the state, 
and of the municipalities affected by this act, shall make suitable 
provision for the work of the Commission. 

Section 7. The Commission shall keep records of its proceedings, 
and of all examinations made by it, or under its authority. All 
records and documents filed with the Commission shall be preserved 
as public records and open to public inspection. 

The Commission shall, on or before the 15th day of November 
preceding each regrular session of the general assembly, make a re- 
port to the governor of its work during the two preceding years, in- 
cluding any rules adopted under the provisions of this act, and any 
suggestions for legislation to carry out its purposes, or to improve 
the public service. This report shall be printed and distributed as 
a public document. 

Section 8. The Commission shall make and enforce rules to 
carry out the purposes of this act, and may alter or rescind them. 
All rules and all changes and rescissions thereof shall be approved 
by the governor, and forthwith printed by the Commission for dis- 
tribution, and one copy thereof sent to each officer, or board of 
officers, having the right to appoint or employ any person in the 
public service under this act. If the governor does not act on a rule 
or change in a rule within ten days after submission, then such 
rule or change shall become effective as though approved. The rules 
shall be printed in one or more newspapers published at the State 
Capitol [state capital], and in any such publication a date shall be 
specified not less than ten days subsequent to the date of the publi- 
cation, when such rules or changes shall go into operation. 

Section 9. The rules shall not be Inconsistent with law, may be 
of general or limited application and, among other things, shall pro- 
vide, as nearly as the conditions of good administration will war- 
rant, as follows: 

First. For the classification, of the offices, positions and em- 
ployments to be filled. 

Second. For open and competitive examinations to test the 
practicable fitness of applicants. 

Third. For appointment to positions requiring technical, pro- 
fessional or scientific knowledge or training, by non-competitive ex- 
amination when necessary. 

Fourth. For lists of eligibles based upon such examinations, 
from which all vacancies shall be filled, and for requisition and cer- 
tification. 

Fifth. For periods of probation before appointment or employ- 
ment is made permanent, during which probationers shall not be 
discharged, without consent of the Commission. 

Sixth. For provisional, temporary and emergency appointments 
and employments; for transfers, re-appointments and re-instatements. 

Serventh. For increase of compensation, and promotion, by suc- 
cessive grades upon ascertained merit, seniority In service and com- 
petitive examination. When practicable, vacancies shall be filled by 
promotion. 

Eighth. For suspension, reduction in grade or compensation, 
and discharge. 

Ninth. For the registration and appointment of laborers, 
skilled and unskilled, according to priority of application and rat- 
ing. The rating need not relate to more than capacity to labor, 
habits of industry, sobriety and honesty. 

Tenth. For non-competitive examinations when appropriate com- 
petitive examinations do not furnish an appropriate list of eligibles. 
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Section 10. Except as Bpeclfled In section 11. the classified ser- 
vice under this act shall include all employes of the Civil Service 
Copnmission, and all appointive officers and employes in state institu- 
tions, and in cities of the first and second class, whether organized 
under general law or special charter, whenever any such cities shall 
adopt this act as hereinafter provided. The city and county of 
Denver and any city organized under article XX. of the Conatitution 
may avail itself of the provisions of this act. 

All persons occupying positions in the classified service when this 
act takes effect, shall retain their positions until removed therefrom 
under its provisions. 

Section 11. All boards or Commissions appointed by the gov- 
ernor, and one employe of each of them, except of the Civil Service 
Commission; all officers and employes in educational institutions 
not reformatory or charitable in character; in municipalities, one 
employe of each elective officer, the corporation counsel and his pro- 
fessional assistants, shall form the unclassified service, and shall 
not be affected by this act. 

Section 12. Every applicant for examination, except unskilled 
laborers, shall pay the state treasurer the sum of one dollar, to be 
placed to the credit of the Commission, in a special fund for the 
purpose of defraying, so far as possible, the expenses to be incurred 
hereunder, and no one shall be examined until he or she exhibits 
the treasurer's receipt therefor. 

Section 13. All examinations shall be absolutely impartial, prac- 
tical in their character, and with paramount regrard to matters 
which will fairly test the relative capacity and fitness of the per- 
sons examined for the service which they seek to enter. 

No statement in any application, recommendation, or question 
in any examination shall relate to political or religious opinions or 
afllliations, and no appointment or selection to office, or employment 
within the scope of this act, shall be in any manner affected or in- 
fluenced by such opinions or affiliations. 

The Commission may refuse to examine, or after examination, 
to certify, an applicant who is found to lack any preliminary re- 
quirement, established by rule, for the examination or position for 
which he applies; or who is found physically unfit to perform the 
duties attaching to said position, or who is addicted to the habitual 
use of intoxicating beverages to excess; or who has been guilty of a 
crime, or of infamous or notoriously disgraceful conduct; or who has 
within two years been dismissed from the public service for delin- 
quency or misconduct; or who has intentionally made a false state- 
ment of any material fact, or practiced or attempted to practice any 
deception or fraud In his application, or In his examination, or in 
securing his eligibility or appointment. 

Section 14. No person shall wilfully or corruptly, by himself or 
in co-operation with one or more persons, defeat, deceive or obstruct 
any person in respect to his or her right of examination, or falsely 
mark, grade, estimate or .report upon the examination or proper 
standing of any person examined hereunder, or aid in so doing, or 
make any false representation concerning the same, or concerning 
the person examined, or furnish to any person any special or 
secret information for the purpose of either Improving or injuring 
the prospects or chance's of any persons so examined, or to be ex- 
amined; or impersonate another person, or permit or aid another 
person to impersonate him in any application, examination or regis- 
tration. 

Section 15. Whenever there Is an appointment to be made in 
the classified service under this act, the appointing officer, or power, 
shall make requisition upon the Commission for the name of an elig- 
ible person, specifying the nature of the position to be filled, and 
upon receipt of such requisition, the Commission shall certify the 
name of the person standing highest upon the most appropriate 
list; and the person so certified shall be appointed. In case the 
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requisitioiit or any law or regulation, shall designate sex, only that 
sex shall be certified; otherwise, sex shall be disregarded. 

Section 16. Discharges from the classified service, or reduction in 
grade or compensation, or both, may be made for any cause not 
political or religrious, which may promote the efilciency of the service, 
but such cause shall be specifically stated in writing by the authority 
making the discharge or reduction; and the person to be discharged 
or reduced shall be furnished a copy of the specifications, and be 
allowed a reasonable time to file an answer thereto. A copy of the 
order of discharge or reduction, the specification and answer shall 
be made a part of the record of the division of the civil service in 
which the discharge or reduction is made, and copies of these papers 
shall be filed by the said authority with the Commission immediately 
on being issued or received. 

Section 17. No person in the public service shall, for that rea- 
son, be under any obligation to contribute to any political fund, 
or to render any political service, and shall not be removed or other- 
wise prejudiced for refusal to do so. 

No ofldcer or employe of the state, or of any municipality, shall 
discharge, promote, degrade, or in any manner change the oflacial 
rank or compensation of any other officer or employe, or promise or 
threaten to do so, for giving or withholding or neglecting to make 
any contribution of money or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 

Section 18. No person while holding any public ofiice or em- 
ployment in the service of the state, or of any municipality, or in 
nomination for, or while seeking a nomination or appointment for 
any ofiice, shall corruptly use, or promise to use either directly or 
indirectly, any ofiicial authoritv or influence, whether then possessed, 
or anticipated, in the way of conferring upon any person, or in order 
to secure or aid any person in securing any ofiice or public em- 
ployment, or any nomination, confirmation, promotion or Increase of 
salary, or to interfere with any election, upon the consideration or 
condition that the vote or political infiuence, or the action of the last 
named person, or any other, shall be given or used in behalf of any 
candidate, ofl9cer or party, or upon any other corrupt condition or 
consideration. 

Section 19. The Commission shall maintain in its ofiice as a 
public record a complete roster of all persons in the Civil Service 
affected by this act. The roster shall show in connection with each 
name the date of appointment, employment, promotion, reduction or 
reinstatement, the compensation, title? of the position and the nature 
of the duties thereof and thef date and causes of any termination 
of such employment. 

Section 20. All ofiicers, boards and Commissioners of the state 
and of any municipality affected by this act shall furnish all reason- 
able information upon request for said roster, and report immedi- 
ately to the Commission every change occurring in any office, posi- 
tion or employment covered by this act. 

Section 21. The Commission shall certify to all auditing officers 
or boards affected by this act the name of every person in the classi- 
fied service for whom it is the duty of such auditing officers or boards 
to issue a warrant, stating in each case the character and date of 
commencement of service, compensation and any change in such 
service. No auditing officer or board, as aforesaid, shall issue a war- 
rant for the payment of any compensation to any person in the 
classified service not so certified. Any payments contrary to the pro- 
visions of this act, and of the rules hereunder, may be recovered 
from any officer or member of a board signing or countersigning 
warrants therefor, or from the sureties on the official bond of such 
person or persons, in an action brought by the state, or any munici- 
pality affected by this act, or by any tax payer for the use of the 
same. 
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Section 22. Any person occupying any position In the service 
of the state, or of any municipality affected by this act, who shall 
violate any of the provisions of this act or the rules hereunder, 
shall be discharged from such position and shall be Ineligible to re- 
instatement therein, or appointment to any other branch of the 
public service for two years thereafter. 

Section 23. Whoever makes an appointment to oflace or selects 
a person for employment, contrary to, or wilfully refuses or other- 
wise neglects to comply with the provisions of this act, or of any 
rule hereunder shall be deemed guilty of a misdemeanor and for 
each and every offense, shall, upon conviction, be punished by a fine 
of not less than one hundred dollars nor more .than fifteen hundred 
dollars, or by Imprisonment for a term not less than one month, nor 
more than one year, or by both fine and imprisonment. 

Section 24. Any city of the first or second class, whether or- 
ganized under general law or special charter, may adopt the pro- 
visions of this act In the manner following: 

The council may and upon the petition of bona fide residents 
In number not less than 15 per cent, of the last preceding vote for 
mayor, shall, submit the question of adopting the provisions of this 
act, to a vote of the qualified electors at the next general election for 
. municipal officers, or at a special election which the council may call 
for such purpose. The signatures to such petition shall be acknowl- 
edged before a notary public, and need not all be on one paper. 
The election shall be called and held, and the vote counted and 
canvassed, and the result determined and certified. In all respects 
as nearly as may be In accordance with the provisions of law now 
governing the election of municipal officers In said city. The elec- 
tion notice shall state that the purpose of the election Is to ascer- 
tain whether or not the city will adopt the provisions of this act, 
and that the election Is held thereunder. All persons voting on the 
question submitted at such election shall vote by separate ballot 
prepared substantially In the manner and form In which ofilclal bal- 
lots are prepared for the election of municipal ofilcers In said city, 
and shall have printed thereon the words "For the merit system" 
and "Against the merit system," and the voter shall designate his 
choice by placing a cross (X) opposite the proposition of his choice. 
In the manner now provided by law for voting upon amendments to 
the Constitution of the state of Colorado. The ballots shall be de- 
posited In a separate ballot box In each polling place provided by 
the city for that purpose. If upon the official determination of the 
result of such election. It appear that a majority of all the votes 
cast are In favor of the adoption of the provisions of this act, then 
this act and all rules made thereunder shall Immediately thereafter 
be In full force and effect In said city, and the clerk of the city 
shall Immediately certify the result of said election to the Civil 
Service Commission. 

Section 25. All acts and parts of acts inconsistent with the pro- 
visions of this act are hereby repealed. 

Approved March 30. 1907. 
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NOTE— Except where fixed by. statute, the salaries in the various institu- 
tions are subject to changre. 

SCHEDULE 

Of Officers and Employes in State Institutions Which Are Af- 
fected by the Act in Kelation to Civil Service. 

COLORADO STATE PENITENTIARY. 

CANON CITY. 

Salary 

Per Month. Per Year. 

1 Warden I 208.33 $2,500 

1 Deputy Warden 125.00 1,500 

1 Chief Clerk 125.00 1,500 

1 Physician 100.00 1,200 

1 Chaplain 83.33 1.000 

1 Mail Clerk 85.00 1,020 

1 Matron 75.00 900 

1 Night Matron 50.00 600 

1 Stenographer 75.00 900 

1 Captain of Guards 100.00 1,200 

1 Night Captain 100.00 1,200 

1 Lieutenant of Guards 100.00 1,200 

1 Assistant Night Captain 75.00 900 

3 Cell House Keepers.... 75.00 900 

4 Night CeU House Keepers 75.00 900 

6 Night Guards 70.00 840 

2 Horse Guards 65.00 780 

15 Guards 60.00 720 

2 Gate Keepers 70.00 840 

ITurnkey 70.00 840 

1 Overseer 70.00 840 

1 Midway Overseer 70.00 840 

1 Overseer Tailor Shop 80.00 960 

1 Overseer Blacksmith Shop 85.00 1,020 

1 Farm Overseer 70.00 840 

2 Farm Overseers 60.00 720 

1 Overseer of Gardens . 70.00 840 

1 Overseer of Lime Kilns 70.00 840 

1 Overseer of Wash House 70.00 840 

1 Overseer of Quarry 70.00 840 

1 Overseer of Spall Gang 70.00 840 

2 Overseers of Cement Work 70.00 840 

1 Overseer Street Gang 70.00 840 

1 Road Overseer. .> 100.00 1,200 
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COLORADO STATE PENITENTIARY— Concluded. 

Salary 

Per Month Per Year 

4 Road Overseers 75.00 900 

1 Steward 100.00 1,200 

1 Hospital Steward 8B.00 1,020 

1 Hospital Cell House Keeper GO. 00 720 

1 engineer 100.00 1,200 

1 Barn Superintendent 80.00 960 

1 Chauffeur 85.00 1,020 

Full maintenance provided in case of Warden and Matrons; partial niain- 
tenance in case of Deputy Warden and Hospital Steward. While in camp 
farm and road overseers receive maintenance. 



COLORADO STATE REFORMATORY. 

BUENA VISTA. 

Salary 

Per Month Per Year 

1 Warden $208.33 $2,600 ' 

1 Deputy warden 100.00 1,200 

1 Clerk 86.00 1.020 

1 Steward 75.00 960 

1 School teacher 60.00 720 

1 Chaplain 33.38 400 

1 Engineer 75.00 900 

1 Tailor 66.00 780 

1 Carpenter 70.00 840 

11 Guards 60.00 720 

S minimum 60.00 600 

maximum 75.00 900 ' 



The foregoing salaries include maintenance at the institution, with the 
exception of the physician and chaplain. 



PENITENTIARY AND REFORMATORY, 



-Salary- 



Per Month Per Year 
1 State parole officer $100.00 $1,200 

Traveling expenses allowed. No maintenance. 
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COLORADO INDUSTRIAL WORK SHOP FOR THE BLIND. 

DENVER. 



-Sjalary- 



Per Month Per Year 

1 Superintendent 190.00 $1»080 

1 Accountant 10.00 120 



STATE HOME AND TRAINING SCHOOL FOR MENTAL 

DEFECTIVES. 

ARVADA. 

Salary 

Per Month Per Year 

1 Superintendent $250.00 $3,000 

1 Matron (assistant to superintendent) 150.00 1, 800 

Institution not yet organized. Salaries quoted flxed by statute, with main- 
tenance specified in case of superintendent. 



DEPARTMENT OF RELICS, G. A. R. 

STATE CAPITOL.. 



-Salary- 



Per Month Per Year 
1 Custodian $85.00 $1,020 
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COLORADO STATE PENITENTIARY— Concluded. 

Salary 

Per Month Per Year 

4 Road Overseers 75.00 900 

1 Steward 100.00 1,200 

1 Hospital Steward 85.00 1,020 

1 Hospital Cell House Keeper GO.OO 720 

1 Bngrlneer 100.00 1,200 

1 Barn Superintendent 80.00 9^ 

1 Chauffeur 85.00 1.020 

Full maintenance proyided in case of Warden and Matrons; partial main- 
tenance in case of Deputy Warden and Hospital Steward. While in camp 
farm and road overseers receive maintenance. 



COLORADO STATE REFORMATORY. 

BUENA VISTA. 

Salary 

Per Month Per Year 

1 Warden (208.33 $2,500 

1 Deputy warden 100.00 1,200 

1 Clerk 85.00 1,020 

1 Steward 75.00 900 

1 School teacher 60.00 720 

1 Chaplain 33.83 400 

1 Engrlneer 75.00 900 

1 Tailor 66.00 780 

1 Carpenter 70.00 840 

11 Guards 60.00 720 

S minimum 50.00 000 

maximum 75.00 900 ' 



The foregoing: salaries include maintenance at the institution, with the 
exception of the physician and chaplain. 



PENITENTIARY AND REFORMATORY, 



-Salary- 



Per Month Per Year 
1 State parole officer 1100.00 $1,200 

Traveling expenses allowed. No maintenance. 
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COLORADO STATE INSANE ASYLUM, 

PUEBLO. 

Salary 

Per Month Per Tear 

1 Medical superintendent $250.00 $3,000 

1 Assistant superintendent * 125.00 1, 500 

1 "Woman physician and chief nurse 50.00 600 

1 Steward 125.00 1.500 ' 

1 Engineer 115.00 1,380 

3 Firemen 50.00 600 

1 Electrician 85.00 1,020 

1 Carpenter 80.00 960 

1 Druggist 65.00 780 

1 Matron 60.00 720 

1 Farmer 55.00 660 

1 Watchman 50.00 600 

1 Shoemaker 30.00 360 

1 Domestic 25.00 300 

1 Janitor 30.00 360 

2 Gatemen 25.00 300 

1 Seamstress , 35.00 420 

1 Hostler 30.00 360 

1 Male cook 55.00 660 

1 Male assistant cook .y 40.00 480 

1 Woman cook 40.00 480 

2 Woman assistant cooks 25.00 300 

1 Baker 60.00 720' 

1 Dairyman 45.00 540 

1 Outside night watchman 25.00 300 

1 Kitchen helper (male) 30.00 360 

1 Kitchen helper (male) 20.00 240 

1 Dining room girl .' 20.00 240 

1 Dining room girl 16.00 * 180 

1 Laundryman 60.00 720 

1 Assistant laundryman 30.00 360 

7 Laundresses 20.00 240 

1 Chief nurse (male) 60.00 720 

1 Nightwatch (male) 40.00 480 

3 Nightwatches (male) 33.00 396 

1 Nurse-attendant (male) ' 35.00 420 

2 Nurses-attendant (male) 33.00 396 

17 Nurses-attendant (male) 30.00 360 
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COLORADO STATE INSANE ASYLUM— Concluded. 

Salary 

Per Month Per Year 

1 Nurse-attendant (male) 26.00 312 

11 Nurses-attendant (male) 25.00 300 

1 Woman assistant chief nurse 40.00 480 

1 Woman nightwatch 40.00 480 

2 Woman nightwatches 33.00 396 

1 Woman nightwatch 30.00 360 

1 Woman nurse-attendant 33.00 396 

10 Woman nurses-attendant 30.00 360 

3 Woman nurses-attendant 26.00 312 

11 Woman nurses-attendant 25.00 300 

The foregoing salaries Include maintenance at the institution, with the 
exception of the carpenter and engineer. 



STATE INDUSTRIAL SCHOOL FOR BOYS. 

GOLDEN. 

Salary 

Per Month Per Year 

1 Superintendent $208.33 12,500 

1 Chief clerk and storekeeper 85.00 1,020 

1 Chaplain and teacher 75.00 900 

1 Teacher woodworking 75.00 900 

1 Engineer, machinist and plumber 75.00 900 

1 General officer, commander Company A 70.00 840 

1 Gardener, commander Company B 70.00 840 

1 Blacksmith, commander Company C 70.00 840 

1 Shoemaker, commander Company D 70.00 840 

1 Mason, commander Company E 70.00 840 

1 Florist, comAiander Company F 70.00 840 

1 Baker and relief officer 60.00 720 

1 Tailor and relief officer 60.00 720 

1 Printer 60.00 720 

1 Barn foreman and stockman 60.00 720 

1 General matron 50.00 60O 

1 Physician 50.00 60O 

1 Teacher band, stenography and typewriting 50.00 600 

1 Manager dining rooms (male) 50.00 60O 

1 Principal of schools 50.00 600 

1 Teacher (male) 50.00 600 

1 Laundryman and relief officer 50.00 ^ 60O 
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STATE INDUSTRIAL SCHOOL FOR BOYS— Concluded. 

Salary 

Per Month Per Year 

1 Nurse and barber 5p.00 600 

1 Teacher and pianist 45.00 540 

1 Woman cook 40.00 480 

1 Captain of night watchmen 40.00 480 

1 Night watchman 35.00 420 

3 Night watchmen, $1.00 per diem 365 

1 Irrigator with charge of teams 35.00 420 

1 Matron, main building and chapel 25.00 300 

4 Cottage matrons 10.00 120 

1 Denver parole officer 25.00 300 

1 Colorado Springs parole officer 10.00 120 

1 Pueblo parole officer 10.00 120 

The foregoing salaries include maintenance at the institution, with the 
exception of the physician and parole officers. 



STATE INDUSTRIAL SCHOOL FOR GIRLS. 

MORRISON. 

Salary 

Per Month Per Year 

1 Superintendent $100.00 $1,200 

1 Assistant superintendent 60.00 720 

1 Bookkeeper (male) 50.00 600 

1 Farm foreman 65.00 780 

1 Farmer 60.00 720 

4 Matrons 40.00 480 

1 Head teacher : 40.00 * 480 

1 Primary teacher 35.00 420 

1 Sewing teacher 35.00 420 

1 Relief matron and sewing teacher 35.00 420 

2 Kitchen matrons 35.00 420 

2 Assistant matrons 35.00 420 

1 Nurse 35.00 420 

1 Teacher domestic science 35.00 420 

The foregoing salaries include maintenance at the institution. 



1 



76 $K!HBDULE. 



STATE HOME FOB DEPENDENT AND NEGLECTED 

OHILDBEN. 

DENVER. Salary 

Per Month Per Year 

1 Superintendent 1166.66 12.000 

1 State agrent (male) 86.00 1.020 

1 Woman chief clerk 60.00 720 

1 Woman stenographer 30.00 360 

1 Engineer ^ 66.00 780 

1 Seamstress 25.00 300 

1 Nurse 30.00 360 

1 Teacher domestic science « 35.00 420 

2 Matrons 30.00 360 

5 Matrons 26.00 30O 

3 Assistant and relief matrons 20.00 240 

1 eook 35.00 42» 

1 Assistant cook 26.00 300 

1 Gardener and dairyman 55.00 660 

1 Janitor 25.00 300 

2 Laundresses 30.00 36( 

1 Domestic 15.00 18C 

1 Dining room manager 20.00 240 

The foregoing salaries Include maintenance at the institution, with the 
exception of the State agent, who Is allowed traveling expenses. 



SOLDIEBS' AND SAILOBS' HOME. 

MONTE VISTA. Salary 

^-f Per Month Per Tear 

1 Commander $125.00 $1,500 

1 Adjutant and bookkeeper 100.00 1,200 

1 Quartermaster and commissary 40.00 480 ' 

1 Day nurse (male) 40.00 480 

1 Night nurse (male) 40.00 480 

1 Engineer 75.00 900 

1 Woman cook 40.00 480 

1 Hospital steward 60.00 720 

1 Physician 75.00 900 

1 Gardener and florist 70.00 840 

1 Chaplain 20.00 240 

The foregoing salaries include maintenance at the institution, with the 
exception of the physician and chaplain. 
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COLORADO INDUSTRIAL WORK SHOP FOR THE BLIND. 

DENVER. 



-Sjalary- 



Per Month Per Year 

1 Superintendent ; $90.00 11.080 

1 Accountant 10.00 120 



STATE HOME AND TRAINING SCHOOL FOR MENTAL 

DEFECTIVES. 

ARVADA. 

Salary 

Per Month Per Year 

1 Superintendent 1250.00 $3,000 

1 Matron (assistant to superintendent) 160.00 1, SOO 

Institution not yet organized. Salaries quoted fixed by statute, with main- 
tenance specified in case of superintendent. 



DEPARTMENT OF RELICS, G. A. R. 

STATE CAPITOL. 



-Salary- 



Per Month Per Year 
1 Custodian $85.00 $1,020 
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Report of the Commission 



To His Excellency, 

JOHN F. SHAFROTH, 

Governor of the State of Colorado. 

The Civil Service Commission presents in this, its Third 
Biennial Report, an account of the culmination of the efforts of 
the opponents of the merit system to render inoperative the Civil 
Service Act. Instead of repealing the law, they undertook by 
indirection to suspend its operation. A majority of the last 
Assembly refused to make practically any appropriation for the 
needs of the Commission, in hope of starving it to inaction. While 
this prevented effective work, yet the Commission continued to 
enforce the Act as best it could. The net result was to arouse 
the people to action, in the adoption, at the last election, of 
initiated Amendments to the Act — ^which provide, inter alia, a 
continuing minimum appropriation for the Commission and ex- 
tend the classified service to practically all appointive officers 
and employees in the State civil service. Truly, "The people 
that walked in darkness have seen a great light!" 

ORGANIZATION. 

On June 28, 1911, your Excellency appointed Horace N. 
Hawkins a Civil Service Commissioner to succeed Charles R. 
Brock, whose term was about to expire. On November 15, 1912, 
your Excellency appointed Erwin L. Regennitter to fill the va- 
cancy on the Commission caused by the death of Mrs. Sarah S. 
Piatt Decker. On February 15, 1912, Herbert W. Cornell resigned 
as Secretary and Chief Examiner, whereupon, for causes herein- 
after set forth, the office of the Commission was closed, until 
March 25, 1912, when it was opened with T. L. H. Fribourg as 
Clerk. 

MRS. SARAH S. PLATT DECKER. 

On February 9, 1909, Mrs. Sarah S. Piatt Decker was ap- 
pointed a member of this Commission, upon which she rendered 
distinguished service until her death at San Francisco, on July 7, 
1912. Mrs. Decker, by reason of her wide experience as a former 
member and President of the State Board of Charities and Cor- 
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rections, and her remarkable personality, was especially well 
fitted to deal with the problems presented to the Commission in 
the application of the merit system to State Institutions. Mrs. 
Decker for many years stood sponsor in this community for the 
reform of the Civil Service, and was most infiuential in obtaining 
its recognition in the charters of Denver and other cities, and in 
the State Civil Senice Act of 1907. In her the cause of Civil 
Service Reform lost a most zealous and effective champion in 
City, State and Nation. In evidence of its appreciation of Mrs. 
Decker, the Commission adopted the Resolution set forth in the 
appendix. 

LEGISLATIVE ACTION. 

The Eighteenth General Assembly early in the session dis- 
played its hostility to the enforcement of the Civil Service Act. 
On January 23, 1911, House Joint Resolution No. 5 was adopted 
by the House, and promptly concurred in by the Senate, requiring 
the Commission to furnish the Assembly a complete report of its 
actions from the time of its beginning ^and specifying a very con- 
siderable amount of detail upon which information was desired. 
The Commission at once set about compiling the facts necessary 
to such a report, covering a period of four years. 

On January 29th the Assembly declined to provide for the 
expenses of the Commission in the short appropriation bill, thus 
cutting off all supplies and making it impossible for the Com- 
mission to perform the elaborate task required, or to do more 
than to care for its very considerable routine work. On February 
14th, the Commission advised the Assembly that it would com- 
plete such a report at the earliest possible moment, provided a 
suflScient sum was appropriated to pay for the salary of a sten- 
ographer, and other necessary office supplies. It is evident that 
there was no other way of meeting the expenses attending the 
preparation of a voluminous report, unless the Commissioners 
personally advanced the required money. This, in view of the 
difficulty previously experienced in obtaining a return of sums 
so advanced, and of the fact that they were serving the state 
without compensation, the Commissioners declined to do. They 
were compelled to limit themselves in their communication to 
the Assembly to a representation of these facts, and to a refer- 
ence to their First and Second Biennial Reports to the Governor 
of the State, which contain a large part of the information re- 
quested. Notwithstanding these facts were fully and fairly set 
forth, T. H. Proske (the author of the House Joint Resolution 
above referred to) on February 23rd caused a "protest" to be 
entered in the journal of the House, in which he says: "The 
excuse which they give, namely that they are without funds to 
prepare this report, is not sufficient, as the Assembly is^ and has 
always been, ready to appropriate such funds as are needed to 
carry on the work of any department." On February 25th the 



CIVIL SERVICE COMMISSION O 

Commission addressed a reply showing that this allegation was 
not borne out by the treatment it had received in the short appro- 
priation bill, and reiterating that it was ready and willing to 
make the most specific and detailed report, as soon as the legis- 
lature would provide it with funds to pay the expenses of so 
doing. The "protest" contained a number of erroneous allega- 
tions as to the enforcement of the Civil Service Act, intended to 
create a prejudiced public opinion against the Commission and 
its work, which led the Civil Service Reform Association of 
Denver, through its Legislative Committee, consisting of Edward 
P. Costigan, Chairman, John H. Denison and Edward C. Stimson, 
to make a statement in defense of the Commission to the members 
of the Assembly. The House Joint Resolution and "protest," 
with the above communications to the Assembly, will be found 
in the appendix. 

The General Assembly persisted in its opposition to the en- 
forcement of the Civil Service Act, and refused to make any 
provision for the work of the Commission in the General Appro- 
priation Bill, with the exception of $500, designed to liquidate 
certain printing bills, etc., already incurred. 

The Assembly also failed to report out of committee bills 
introduced in the Senate by Senator Blakey and in the House 
by Mr. Ardourel, for a moderate extension of the classified service 
to irrigation engineers, water commissioners, employees of the 
Board of Capitol Managers, of the State Bank Commissioner, of 
the State Board of Health and Pure Food Commission. No action 
was taken on bills, likewise introduced in the Senate and House 
by Senator Blakey and Mr. Ardourel, respectively, for a Consti- 
tutional Amendment providing for the merit system in "appoint- 
ments and promotions in the Civil Service of the State, and of all 
the Civil divisions thereof, including cities and towns." 

NON-PAYMENT OF SALARIES OE EXPENSES. 

The provision for the salary of the Secretary and Chief 
Examiner in the Civil Service Act had, since its passage, been 
construed as a continuing appropriation, under which Mr. Cornell 
had received his compensation independently of any direct ap- 
propriation therefor. The new Attorney General taking a differ- 
net view, the Auditor, in February, 1911, refused to issue war- 
rants for the payment of this salary. On a submission of the 
question to the District Court, Mr. Cornell obtained a judgment 
in his favor, which was afterwards reversed by an adverse decision 
of the Supreme Court rendered in January, 1912. The result was 
that Mr. Cornell, who, in the hope of a different outcome, had 
continued to discharge his duties for over twelve months without 
compensation, resigned his position. It was due solely to Mr. 
Cornell that the Commission was enabled to keep its office open 
from February 1, 1911, to February 15, 1912. 
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In November, 1911, the Commission made application to the 
State Auditing Board for a small appropriation out of an emer- 
gency fund created by the Assembly for general purposes. The 
sum of |1,700 was finally granted, but in February, 1912, the 
State Treasurer refused to honor warrants drawn against this 
fund for f 125, the salary of one clerk and |25 for postage stamps ! 
The matter was taken into the District Court, where a judgment 
favorable to the Commission was rendered on a demurrer, but 
on the Treasurer interposing an issue of fact, payment is still 
delayed. In the meantime the Commission, having no clerical 
assistance or supplies, was compelled to close its office from 
February 15th to March 25th, during which time it was impos- 
sible to certify the payrolls at the various State Institutions. 
It was again opened with Mr. T. L. H. Fribourg acting as clerk, 
who was employed with the direct authority of the State Auditing 
Board, expressed in a formal resolution, adopted on March 12th. 
Mr. Fribourg has shown great public spirit by devoting his time 
and services to the work of the Commission, notwithstanding the 
continued refusal of the State Treasurer to pay his salary. 

NON-COMPLIANCE WITH THE ACT. j 

I 

The attention of your Excellency was called, by the Commis- 
sion in its Second Biennial Report, to the fact that the Warden 
of the Reformatory, the State Parole Officer and the Physician at , 

the Penitentiary were holding their positions in violation of the , 

Civil Service Act, and that the State Auditor was issuing war- 
rants for the salaries of these officers, without the certification of 
the Commission, as required by the Act, and against the formal 
protests of the Commission. On the resignation of Felix O'Neill, 
in May, 1912, A. T. Stewart was appointed to succeed him as 
Warden at the Reformatory, in disregard of the Act, as construed 
by the Commission. These persons have continued to hold their 
positions, and the State Auditor and State Treasurer have con- 
tinued, respectively, to issue warrants and to pay them in con- 
travention of law and against the repeated protests of the Com- 
mission. The only remedy was the removal of these appointees 
by your Excellency, or the enforcement of the penalties provided 
for violations of the Act. The Attorney GeneraPs office having 
taken the position that in a controversy between the Commission 
and an elective officer, its duty is to represent the latter, the 
Commission was powerless, in the absence of an appropriation 
for legal expenses. The Act provides that "any payments of 
compensation to any person in the classified service, not certified 
by the Commission, may be recovered from any officer or board, 
signing or countersigning warrants therefor, or from the sureties 
on the official bond of such person or persons, in an action brought 
by the State or by any tax payer for the use of the same." 
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CURTAILMENT OF EXAMINATIONS. 



Without any appropriation for salaries or supplies it was 
impossible, during the past two years, to advertise or conduct the 
competitive examinations required to supply lists of eligible per- 
sons from which to fill vacancies as they occurred in the classified 
service. The result was that after the eligible lists, created in 
the preceding biennial period, became exhausted, all vacancies 
at the State Institutions have had to be filled provisionally, sub- 
ject to non-competitive examinations. It has, however, for the 
same reason, been impossible during the past year to hold such 
non-competitive examinations ; all the Commission could do un- 
der the circumstances was to endeavor to prevent the appoint- 
ment of manifestly unfit persons solely for political considera- 
tions. This was done by requiring persons, selected by the ap- 
pointing power, to file applications under oath, describing their 
previous occupations and their habits, and giving references to 
former employers, all of which were carefully examined. Much 
of the ground gained during the last year of the previous biennial 
period, in the application of the competitive principle in the 
selection of public employees, was consequently lost. 

STATE INSTITUTIONS. 

The experience of the Commission has shown that where the 
Civil Service Act is properly observed there is not only greater 
economy and efficiency of administration, resulting at the various 
State Institutions, but, what is of far greater importance, the 
remedial or reformatory work among the inmates is more suc- 
cessfully performed. A very striking illustration of this is 
ajfforded in the marked contrast bet^^een the results attained at 
the Colorado State Penitentiary and Reformatory, during your 
Excellency's administration. At a non-competitive examination 
given the two wardens selected by you, one, the warden for the 
Penitentiary, was found qualified and was duly certified for ap- 
pointment; the other, the warden for the Reformatory, did not 
qualify and was not certified for appointment; the latter was, 
however, continued in his position, and his successor appointed, 
without reference to the law — ^both against the earnest protests 
of this Commission. At the Penitentiary the treatment of the 
prisoners has been on advanced humanitarian lines, and has at- 
tracted the attention of the Nation. A great step forward in 
penology has been attained for which your administration is 
justly entitled to credit. At the Reformatory, where young men 
are committed generally for first offenses, the management has 
been reactionary and but little more than "a well kept stockade'* 
has been maintained. The difference in the qualifications and 
standards of the two Wardens originally selected was clearly 
indicated in their examinations. 
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The State Home and Training School for Mental Defectives 
at Arvada was opened in the Spring of 1912, with its oflBcers and 
employees in the classified service. 

THE PROBATIONARY PERIOD. 

Under the rules, all permanent appointments are made on 
probation for a period of three months, during which appointees 
may not be 'discharged without the consent of the Commission. 
The object is to secure a fair opportunity for the appointee, while 
giving him a thoroughly practical test. The proper view is to 
consider this period as a continuing and unfinished part of his 
examination, and at any time that it becomes apparent that the 
appointee is unfit for the position, then he should be separated 
from the service. The Commission has issued a circular letter 
on this subject (see appendix) to the appointing power at the 
various State Institutions, in which it expressed its readiness to. 
entertain, at any time after appointment, any reasonable grounds 
for the discharge of a probationer. It would be a great wrong 
to insist on the retention in the service of an individual after his 
unfitness, for any cause, had become manifest. 

INITIATED AMENDMENTS. 

A direct result of the conditions above described is the initia- 
tion by petition and enactment by popular vote, at the recent 
general election, of certain important amendments to the Civil 
Service Act, prepared and submitted to the electorate by the 
Civil Service Reform Association of Denver. These amendments 
provide a continuing minimum appropriation for the expenses of 
the Commission, which may be increased, but cannot be decreased 
or ignored by the General Assembly; they extend the classified 
service to all appointive positions in the State service, with but 
few exceptions ; they change almost all definite terms to appoint- 
ments for good behavior, a very great advance; they prohibit 
political activity of persons in the public service, and the solicit- 
ing or collection of political assessments by or from public em- 
ployees or from corporations; they greatly strengthen the Com- 
mission by more stringent penalties against the issuance or pay- 
ment of warrants for compensation to persons in the classified 
service, who are not certified by the Commission as having been 
appointed thereto in conformity with law. These amendments 
should secure a much better enforcement of the law, and to a 
large degree prevent the recurrence of such adverse conditions as 
above described. Their adoption is a ^great triumph for the cause 
of economical, efficient and good government. 

SUGGESTIONS FOR LEGISLATION. 

The Commission again recommends the adoption of the fol- 
lowing amendment to Article XII of the Constitution : 
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Section 13. "Appointments and promotions in the Civil 
Service of the State, and of all the Civil divisions thereof, in- 
cluding cities and town, shall be made according to merit and 
fitness to be ascertained, so far as practicable, by examinations, 
which so far as practicable, shall be competitive. Laws shall be 
made to provide for the enforcement of this Section." 

The amendment as suggested is almost an exact copy < 1 
Section 9, of Article V, of the Constitution of the State of New 
York, adopted in 1894.. It would not extend the Civil Service 
Law except as enacted by the Legislature or initiated by the 
people, but it would remove any constitutional objections as to 
its scope. It would have the sole effect of declaring the policy 
of the State to the Assembly, and governing bodies of Civil 
divisions, and of supporting all existing legislation. 

RULES. 

On October 20, 1911, a rule was adopted by the Commission, 
and later approved by your Excellency, prohibiting the practice of 
nepotism in appointments, which is set out in the appendix. 

commission's OFFICE. 

The State-wide extension of the classified service makes it 
absolutely imperative that two or three rooms be alloted for the 
permanent use of the Commission, and its employees, at the 
earliest practicable moment. If such accommodations cannot be 
had at the State Capitol the Commission recommends that they 
be provided at a moderate rental in some office building. It is 
manifestly impossible for the Commission to do its work in one 
of the legisiliative committee rooms, smbject tx> a change during the 
session of the Assembly to a room occupied jointly with some 
other department. 

APPROPRIATION. 

In view of the great initial expense attending the resumption 
of public competitive examinations, and of the very much larger 
number and variety of them which must be held under the new 
law, a liberal sum should be appropriated for the needs of the 
Commission in excess of the amounts provided for in the law as 
amended. In addition provision should be made to cover the 
rental of suitable offices for the Commission, in case they cannot 
be had in the Capitol Building, and a reasonable sum for legal 
expenses to enable the Commission to appeal to the Courts when- 
ever necessary for the enforcement of the law. 

Respectfully submitted this 1st day of December, 1912, 

By order of the Civil Service Commissioners, 

HENRY VAN KLEECK, 

President. 
HORACE N. HAWKINS. 
ERWIN L. REGENNITTER. 
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OFFICE OF SECRETARY AND CHIEF EXAMINER. 

STATISTICAL REPORT. 

To the Honorable, The Civil Service Commission of the State of 
Colorado : 

Since you have been practically without funds during almost 
the entire two years last past, and have therefore been, and are 
now, without a Secretary and Chief Examiner, I have prepared 
and herewith submit the following statistical report of the work 
done under your direction during this biennial period. 

While what has been accomplished is not at all satisfactory 
because of its incompleteness, the best work possible in the cir- 
cumstances has been done. 

The following table will suggest to some extent whai has 
been done toward informing those interested in the rules govern- 
ing appointment to and service in positions in the classified list, 
and toward procuring information concerning applicants for such 
positions : 

Number of copies of Civil Service Law and Rules given out 452 

Number of application blanks given out 820 

Number of letters of inquiry regarding positions answered 417 

Number of letters written to ascertain qualifications of applicants 1,212 

EXAMINATIONS. 

There were no competitive examinations held during this 
biennial period. After the eligible lists created in the preceding 
biennial period were exhausted the Commission authorized the 
appointing power at the various State Institutions to nominate 
persons for non-competitive examination for provisional appoint- 
ment to fill vacancies as they occurred. There were 404 persons 
so nominated, who for lack of means have not yet been examined, 
beyond an investigation of their training, previous occupations 
and habits. One promotion was authorized without competitive 
examination. In this case there was no competitor in the lower 
position and the only examination given was based on the facts 
stated in a sworn application as to experience in the service and 
before entering the service, and on the efficiency records. 

APPOINTMENTS FROM ELIGIBLE LISTS CREATED IN PRECEDING BIENNIAL 

PERIOD. 

State Penitentiary Carpenter 1 

Guard 4 

Matron 1 
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State Reformatory Chaplain 1 

Guard 3 

State Industrial School for Boys Barber— nurse 

Fireman 

Teacher— scholastic. . . 

State Industrial School for Girls Matron 

State Home for Dependent and Neglected Children Engineer 

Matron 



APPOINTMENTS UPON OTHER THAN COMPETITIVE EXAMINATIONS. 

The following table gives the number of persons appointed 
upon non-competitive examination, under Rule VII, Subdivision 
1, Paragraph First: 



Adjutant bookkeeper 1 

Band master. Instructor 1 

Barn superintendent 1 

Boys* supervisor 4 

Captain (night) 3 

Carboy T — 4 

Carpenter 2 

Chaplain 1 

Chauffeur 3 

Clerk 2 

Commander 1 

Cook 24 

Dairyman 2 

Blectrician 2 

ETngineer 8 

Farmer 3 

Fireman 4 

Florist 1 

Gardener 3 

Gateman 5 

Guard 36 

Hostler, driver 2 

Janitor 4 

Kitchen helper, domestic 5 

Laundryman, laundress 33 



Machinist 1 

Mason 1 

Matron (head) 4 

Matron (children) 10 

Matron 21 

Nurse, attendant for insane 166 

Nurse (experienced) 8 

Overseer 3 

Painter 2 

Parole officer 1 

Physician, surgeon 6 

Relief officer (female) 1 

Seamstress 2 

Shoemaker 1 

State agent 1 

Stenographer, bookkeeper 1 

Steward 3 

Steward (hospital) 2 

Superintendent, assistant supt 2 

Teacher (basketry) 1 

Teacher (domestic science) 2 

Teacher (scholastic) 1 

Teacher (woodworking) 1 

Waitress 3 

Watchman 2 



Total number of appointments other than from eligible list, 404. 
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NUMBER OP PERSONS IN THE CLASSIFIED SERVICE BY GRADES. 

Per Cent 
Grade Salary Total of Whole 

1. Not more than $400 per annum 24 7.36 

2. More than $400 and not more than $700 157 48.16 

3. More than $700 and not more than $1,000 99 30.37 

4. More than $1, 000 and not more than $1, 500 35 10.74 

5. More than $1, 500 and not more than $2. 000 7 2.14 

6. More than $2,000 and not more than $2,500 1 .30 

7. More than $2,500 3 .92 



326 100.00 

NOTE— In computing compensation full maintenance in State institutions 
is valued at $150 per annum. 

NUMBER OF PERSONS IN THE CLASSIFIED SERVICE BY GRADES IN 



THE SEVERAL INSTITUTIONS. 
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Totals ... 42 22 123 66 15 10 32 16 326 

NUMBER OF PERSONS REMAINING IN THE CLASSIFIED SERVICE WHO 
WERE SERVING WHEN THE CIVIL SERVICE ACT WENT INTO EF- 
FECT, JUNE 30, 1907. 

Penitentiary 13 out of 73, or 17,81 jt 

Reformatory 1 out of 21, or 4.76jf 

Insane Asylum 5 out of 109, or 4.69jr 

Industrial School for Boys 10 out of 39, or 25.64^ 

Industrial School for Girls 1 out of 19, or 5.26j^ 

State Home for Dependent and Neglected Children 2 out of 26, or 7.69j< 

Soldiers' and Sailors' Home out of 11, or O.OOjt 

Classified Service (entire) 32 out of 298, or 10.74^ 
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Two years ago the percentage of persons remaining in the 
classified service, who were serving when the Civil Service Act 
went into effect, was 24.9 per cent. The further decrease of 14.16 
per cent, leaving in the classified service on November 30, 1912, 
only 10.74 per cent, or 32 jjersons out of a total number of 298 
who were serving when the Civil Service went into effect, 'admits 
of no argument in favor of the contention that the merit system 
l)erpetuates employees in their positions. The experience in Colo- 
rado shows that in about five and one-half years 89.26 per cent 
of a,ll the positions, in the classified service, in the State Institu- 
tions have been filled, some of them several times, by new in- 
cumbents. 

ACKNOWLEDGMENTS. 

The thanks of the Commission are due to State Auditor, 
M. A. Leddy, for many acts of courtesy and sundry services ren- 
dered by his office; also for reports and valuable assistance re- 
ceived from the following Civil Service Commissions — i. e. : 

Those of the cities of 

Chicago, New Orleans, 

Los Angeles, New York, 

Milwaukee, Seattle. 

Those of the States of 

Illinois, New York, 

Massachusetts, Wisconsin. 

New Jersey, 

That of the United States. 

FINANCIAL STATEMENT. 

STATEMENT OF CASH FUND. (EXAMINATION FEES.) 

Receipts : * 

Nov. 30, 1910, cash on hand $415.85 

Nov. 30, 1910, to April 1, 1912, examinations 64.00 

April 1, 1912, to Nov. 30, 1912, examinations 228.00 

Disbursements : 

May 23, 1911, stenographer, salary $325.00 

Jan. 3, 1912, telegrams 5.17 

Jan. 3, 1912, additional examiners 10.00 

Feb. 16. 1912, legal advertising 12.48 

Nov. 30, 1912, cash in hands of State Treasurer 355.20 

Total $707.85 $707.85 
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STATEMENT OP THE APPROPRIATION MADE BY THE EIGHTEENTH 
GENERAL. ASSEMBLY. AVAILABLE ONLY FOR THE FIRST YEAR 

OF THE BIENNIAL PERIOD. 

* 

Appropriation: 

For traveling: and incidental expenses of the Civil 
Service Commission ^ 1600.00 

Disbursements: Fiscal Year 1911 

Stationery and supplies $79.65 

Printed blanks 276.30 

Printing ^ , 16.25 

Newspaper advertising^ 9.60 

Postage 88.34 

Telegraph bill .86 

Telephone, long distance 12.15 

Traveling expenses 8.66 

Repairs to typewriter ' 8.30 

Total 1500.00 1500.00 

STATEMENT OF THE APPROPRIATION OF |1,700 MADE OUT OF THE 
GEfNBRAL EMERGENCY FUND BY THE STATE AUDITING BOARD ON 
JANUARY 20, 1912, AVAILABLE FOR THE SECOND YEAR OF THE BI- 
ENNIAL PERIOD. 

Appropriation: 

For salaries of employes and incidental expenses 

of the Civil Service Commission $1,700.00 

Disbursements: Fiscal Year 1912 

None, as all warrants were refused payment by 

State Treasurer • None 

Total $1,700.00 None 

Respectfully submitted this 15th day of November, 1912. 

T. L. H. FRIBOURG, 

Clerk. 
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APPENDIX 



MRS. SARAH S. PLATT DECKER. 

At a special meetingr of the Civil Service Commission of the State of Colo- 
rado, held on the 15th day of October, A. D. 1912, the following Preamble and 
Resolution were unanimously adopted: 

WHEREAS, The Civil Service Commission of the State of Colorado, at its 
first meetingr since the death of Mrs. Sarah S. Piatt Decker, wishes to record 
its deep sorrow at the irreparable loss it has sustained, and its appreciation of 
the grreat value of Mrs. Decker's services as a member of this Commission; 

THEREFORE, BE IT RESOLVED, That Mrs. Decker, by her quick sym- 
pathy, keen humor, sound judgment, tireless energy, cheerful optimism, and 
wide experience in public affairs, was unusually qualified to cope with the prob- 
lems before this Commission. That, while recognized as a leader in many other 
reforms, Mrs. Decker was distinguished as a most zealous and effective cham- 
pion of the reform of the Civil Service, in behalf of which she made her last 
public address. That, whenever opportunity offered, Mrs. Decker devoted her 
great gifts in support of this cause in City, State and Nation. 



ANSWER TO HOUSE JOINT RESOLUTION NO. 5, 
CONTAINING THE RESOLUTION. 

Denver, Colo., February 14, 1911. 

To the Honorable, the Eighteenth Legislative Assembly of the State of Colorado : 

We acknowledge the receipt of a copy of House Joint Resolution No. 5, as 
concurred In by the Senate, which reads as follows: 

"WHEREAS, There has been received a great deal of complaint regarding 
the inefllciency of the help furnished by the Civil Service Commission to the 
various State institutions; therefore, be it 

"RETSOLVED, That the Civil Service Commission is hereby requested to 
furnish to this Assembly, at its earliest convenience, a complete report of its 
actions from the time of its beginning. 

"This report to include the names of all persons having taken the Civil 
Service examination; the positions for which these examinations were taken; the 
place of residence of each of these applicants; the various positions to which 
each successful applicant has been assigned and the term of his or her employ- 
ment in that position." 

The Civil Service Commission immediately upon the receipt of this Resolu- 
tion, began the preparation of the report therein called for as to its proceed- 
ings during the past four years, with the information in detail as therein speci- 
fied in regard to all examinations held and appointments made during that 
period, when further progress in the work was made Impossible by the refusal 
of your body to provide in the short appropriation bill for its necessary ex- 
penses. Such a report in detail as called for must necessarily be voluminous, 
and cannot be prepared without the aid of stenographers and other clerical as- 
sistance, as well as necessary ofllce supplies, of all of which by your action you 
have deprived the Commission. 

It would give the Commission pleasure under other circumstances, and the 
members of the Commission stand ready at their own expense, if discriminating 
legislation requires, to prepare for the public, as a matter of State history, a 
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detailed statement of the opposition which has confronted the Commission, 
without other known warrant than a determination to make political appoint- 
ments regardless of the Civil Service Act. For the present, however, for the 
reasons stated, the Commission, whose members serve without compensation, 
must refer you to the First and Second Biennial Reports of this Commission, 
the latter of which has been printed and published since the adoption of House 
Joint Resolution No. 5. They contain a considerable part of the information 
requested, Respectfully submitted, 

CIVIL SERVICE COMMISSION. 
By HENRY VAN KLEECK, 

President. 

EXTRACT FROM HOUSE JOURNAL OF THE EIGHTEENTH 
GENERAL ASSEMBLY, FEBRUARY 23, 1911. 

A PROTEST. 

To the Honorable George McLachlan, Speaker of the House of Representatives: 
Dear Sir— I desire to make this protest aeralnst the reply which has been 
made by the civil service commission to H. J. R. No. 5, which calls for a com- 
plete report to this Assembly of the conduct of their office for the past four 
years. The excuse which they erive, namely that they are without funds to 
prepare this report, is not sufflcient, as the Assembly is, and always has been, 
ready to appropriate such funds as are needed to carry on the work of any de- 
'partment. 

Ab the author of H. B. No. 103, I deemed it best that this Assembly have 
before it a complete record of the work done by this commission, and it was 
for this reason that the aforesaid Joint resolution was passed, and with the in* 
formation which that report would give to this Assembly, the members wouia 
be able to vote intelligrently on H. B. No. 108. 

As a member of the legislative committee that investigrated the various 
State institutions before the convening of this Ajssembly, every opportunity was 
griven me to study the workings of this "catch phrase" "civil service," as ap- 
plied to the State institutions, and found that civil service, as it is practiced in 
this State, is nothing more than "a convenient vehicle for Weary Willies" to 
assist them on their Journeys from East to West, iand in some instances, from 
West to Kast. In the frantic efforts of the commission to make a showing, 
every citizen in the United States is asked to take the examinations for posi- 
tions that are at the disposal of this commission. The result is that, in many 
Instances, people living in states east and west of Colorado have passed these 
examinations, and when any State institutions wanted help and applied to the 
Commission for the same, they were handed slips of eliglbles. In some instances 
these eliglbles were not even residents of this State, and were in such a state 
of poverty that it was necessary for the institution to advance railroad fare to 
bring these people into our State. Many of these remained only long enough to 
repay the fare advanced and to get one month's wages, and then quit their posi- 
tions without notice, and went on their way rejoicing either Bast or West, as 
the notion possessed them. The efficiency of this class of labor has proved to 
be very inferior, and has worked a hardship on the management of the insti- 
tutions to which they were assigned. Within the last month the head of one 
of our State institutions applied to the commission for a guard and a flreman. 
He was handed slips showing that the only eliglbles for these positions were 
one living at Leavenworth, Kansas, and the other at .Jackson, Michigan, and 
these he had to import Into our State, when right in the same town in which 
his institution is located were men owning their own homes and were taxpayers 
of the State, that could have filled the positions, but were unable to secure 
them, because of these alien eliglbles. 

If the civil service commission can, by giving the report asked for in H. 
J. R. No. &, show that it is doing a good work for the State it need have no 
fear that this Assembly will pass H. B. No. 103, but if this report, to which 
this Assembly is entitled to as a matter of respect, does not show, as has been 
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repeatedly stated, that the civil service commission is nothing more than a 
"barnacle on the ship of state," as well as an unnecessary expense to the vari- 
ous State institutions, then it cannot expect other than that this Assembly 
should wipe it out of existence. 

H. B. No. 103 was introduced by your protestant In the best of good faith, 
with the view of ridding this State of an unnecessary expense, and H. J. R. 
No. 5 was passed for the sole purpose of permitting the civil service commis- 
sion to state its side of this question, and unless an answer is forthcoming be- 
fore H. B. No. 108 is reached on the Calendar, the only conclusion that this 
Assembly can come to is that this civil service commission admits its useless- 
ness, and is afraid to present its case before this, the forum of the people. 

Respectfully submitted, 

T. H. PROSKE. 

Mr. Proske moved that the protest be received and made a part of the 
records of the House. 

Motion carried. 



ANSWER TO MR. PROSKE'S "PROTEST." 

Denver, Colo., February 26, 1911. 

To the Honorable Eighteenth Legislative Assembly of the State of Colorado: 

Our attention has been called to the protest of Representative Proske 
against the reply which the Civil Service Commission made to the House Joint 
Resolution No. 5. In this protest, Mr. Proske says: ^ 

"The excuse which they give, namely that they are without funds to pre- 
pare this report, is not sufficient, as the Assembly is and always has been 
ready to appropriate such funds as are needed to carry on the work of any de- 
partment." 

The statement of Mr. Proske to the contrary notwithstanding, the fact re- 
mains that the Legislature, by their short appropriation bill, provided for the 
salary of a stenographer for the Civil Service Commission, not for the period 
of four months, that Is, from December 1, 1910, to March 31, 1911, but for two 
months only, that is, for the month of December, 1910, and January, 1911, and 
nothing whatever for office supplies or contingent expenses of any kind from 
December 1, 1910. This fact is hardly overcome by mere declarations such as 
we quote above. Nevertheless, the Civil Service Commission reiterates that It 
Is able, ready and willing to make the most specific and detailed report just as 
soon as the Legislature provides It with funds to pay the expenses of so doing. 

Respectfully submitted, 

THE CIVIL SERVICE COMMISSION. 
By HENRY VAN KLEECK, 

President. 

THE CIVIL SERVICE REFORM ASSOCIATION OF 

DENVER. 

THE COLORADO CIVIL SERVICE LAW. 

To the Honorable Members of the Eighteenth General Assembly: 

A persistent effort Is being made In the Eighteenth General Assembly to 
repeal the Civil Service Law of Colorado. For the public benefit and Informa- 
tion the situation warrants and Invites from the Civil Service Reform Associa- 
tion of Denver a frank consideration and discussion of the Civil Service Law 
and of the difficulties which have surrounded its actual operation, due perhaps 
to a lack of definite knowledge regarding the Civil Service Commission and Its 
work. 
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I. 

THE LEGISLATURE AND THE CIVIL SERVICE COMMISSION. 

On January 23, 1911, the Civil Service Commlesion was requested, throusrh 
House Joint Resolution No. 5, to furnish in detail a history of its doings for 
four years last past. Such a report was begun, but one week later, on January 
ao, 1911, the short appropriation bill passed the General Assembly, and as that 
bill failed to provide for the expenses of the Commission ipso facto all moneys 
from the state treasury, with the sole exception of the salary of the secretary 
of the Commission, ceased, and thereafter it became impossible for the Commis- 
sion to perform the elaborate work required of it or to do anything more than 
care for its very considerable routine work. 

The fact is that the Commission is desirous of furnishing a full report with 
the detailed information sought, and as it advised the Legislature in its letter 
of February 14, 1911, is willing to complete such a report at the earliest possible 
moment, provided the General Assembly will furnish the necessary appropria- 
tion to pay the salary of a stenographer from February 1 to April 1, 1911, to- 
gether with the Commission's bills for other necessary office supplies incurred 
and to be incurred from December 1, 1910, to April 1, 1911. 

It is perfectly evident that there is no other way of providing the neces- 
sary expenses attending the preparation of a voluminous report, except for the 
individual members of the Commission to advance personally the required 
money. This, in the light of previous experiences of the Commissioners in so 
doing, they are entirely Justified in declining to do. Its members, in rendering 
their services to the state without compensation, in the face of the continued 
opposition of those who would throw our state institutions into politics, are do- 
ing all that can be Justly expected of them. 

The Commission has, therefore, reasonably contented Itself in its commun- 
ication to the Legislature with a reference to its First and Second Biennial Re- 
ports to the governors of this state, containing a large part of the information 
requested. These biennial reports will give any unprejudiced person ample evi- 
dence of the useful and beneficial character of the work performed by the Com- 
mission. 

Notwithstanding these facts, fully and fairly set out in the communication 
of February 14, 1911, to the General Assembly, on February 23, 1911, Representa- 
tive Proske caused a "protest" to be filed and entered in the Journals of the 
House. This protest appears to require from the Civil Service Reform Associa- 
tion of Denver, which was largely responsible for the enactment of the present 
Civil Service Law, a statement to the members of the Legislature and to the 
general public. 

n. 

COMPETITIVE EXAMINATIONS. 

The Civil Service Act provides as follows: [Sec. 9, Second; Sec. 13, (1), (3), 
were quoted here.] 

There Is nothing in the Civil Service Act or Rules or in the Constitution or 
Statutes of this state which restricts appointments to subordinate positions in 
the state institutions to citizens or even to residents of Colorado. The practice 
of the Commission under the above provisions is to advertise public competitive 
examinations open to all persons not disqualified under Section 13 to be held at 
25 different places within the state, so* as to give residents of all sections an 
equal opportunity to enter the public service. 

III. 
ELIGIBLE LISTS. 

The Civil Service Act provides: [Sec. 9, Fourth; Rule V, (1), (3), were 
quoted here.] 

It frequently happens that persons who have taken and passed competitive 
examinations held within the state, and whose names were placed on the eligi- 
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restrict appointments to residents of Colorado wherever the Civil Service Law 
is applied, and sufficiently answers the contention in the protest to the contrary. 

VI. 

THE GUARD AND FIREMAN CHARGE. 

The protest also states that the head of one of the state institutions ap- 
plied to the Commission for a guard and a fireman; that he was handed slips 
showing: tthat the only eligibles for these positions were living one at Leaven- 
worth, Kansas, the other at Jackson, Michigan, and that he had to import 
these men into the state, when in the town in which his institution is located 
were men owning their own homes and taxpayers, who could have filled these 
positions. 

An investigation in this connection by the Civil Service Reform Association 
discloses the following facts: That when the Warden of the Reformatory made 
the requisitions referred to for a guard and a farmer (not a fireman), the fol- 
lowing certifications were made of the one person standing highest on each ap- 
propriate eligible list: 

As guard, Berton W. Jacobs, who was examined on September 12, • 1910, at 
Denver, where he had lived since June 3rd. He had been a resident of Trini- 
dad, Colorado, since April 7, 1910. When certified, January 12, 1911, he was vis- 
iting his mother at Brewster, Kansas. 

As farmer, Arthur A. Garey, who was examined at Greeley, July 28, 1908. 
He was at that time a citizen of Evans, Colorado, where he had lived since 
March 14, 1906. During 1904 he lived at Greeley. On July 1, 1910, he notified the 
Commission that his address was Jackson, Michigan, where he had gone tem- 
porarily with the intention of returning to Greeley in the Spring of 1911. He was 
certified from Jackson, Michigan, but has not been appointed. 

It is scarcely necessary to add that the citizens of Buena Vista have had 
an equal opportunity with all citizens of Colorado to take the open public com- 
petitive examinations for all positions in the state institutions held regularly at 
that town as one of the twenty-five places of examination advertised by the 
Commission. 

VII. 

RAILROAD FARES AND EXAMINATIONS. 

The Commission does not direct any part of its examinations to the finan- 
cial condition of applicants, nor is any case known to it where railroad fares 
have been advanced by an institution to persons certified for appointment or to 
bring people into this state, although the question is often asked by eligibles 
whether railroad fares will be repaid. The nearest approach to such an accu- 
sation in the Commission's experience was the statement brought to its atten- 
tion that the head of one of the state institutions once loaned a person certified 
but not appointed the amount of railroad fare required to return home, when 
a personal visit led the "eligible" to conclude that the position was not desir- 
able. 

VIII. 

EFFICIENCY UNDER CIVIL SERVICE. 

In regard to the efficiency of persons who have passed competitive exami- 
nations, the best and most complete answer lies in the very rare cases of sus- 
pensions, reductions or discharges shown on the public roster kept by the Com- 
mission. This record discloses that, with but few exceptions, all such persons 
who leave the public service do so of their own accord. 

Of course, certain unsatisfactory conditions are absolutely beyond the 
Commission's control, viz., the conditions surrounding the lower and poorly 
paid positions at some of the institutions and the consequent difficulty of ob- 
taining and retaining competent persons in such positions. 
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mSTBUGTIONS TO APPLICANTS FOB THE CLASSI- 
FIED SERVICE. 

I. General Suggestions. 

These instructions should be carefully read, as they ^®'*®'**^ 
answer most of the questions which applicants ask. The^ppfj^^nts.^ 
Ck)mmission can not undertake to answer inquiries as to 
vacancies in the service, duties, salaries, prospect of 
appointment or promotion, or as to the course of prepara- 
tion which applicants should follow, or inquiries relating 
to cases which are not oflBcially before it for decision ; nor 
can it decide, except in the case of actual applicants, 
questions respecting the application of the rules. Where 
no excej^tions are specified none are allowed. Inquiries 
in regard to examinations and other business should be 
made directly to the Civil Service Commission, and pre- 
ferably by calling in person at its office. 

II. Obtaining and Filling Out Application Blanks. 

Applicants for examination or registration must file Applications for 
applications for the particular examination or registration ^^^^^^^^^^ ^^ 

'^^ ^ ^ r castration 

which they seek, within the time advertised for that pur- must be med 
pose, on a form furnished on request by the Commission, with commis- 
and receive official notice of the examination or registra- ^^^^' 
tion before they can be examined or registered. 

Full instructions for the execution of the application ^ow to flu 
will be found on the blank itself, and applicants are^^*'*^" 
cautioned to answer all questions and conform in all 
respects to the printed instructions. 

The certificates of three vouchers required in the Certificates 
application papers are of the utmost importance. Appli- rep^tawe^ 
cants should seek as vouchers men who have employed citizens, 
them or who have known them practically in their calling. 
The certificates are of weight only so far as they show 
real or close knowledge of the candidates, and the Com- 
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Name. Date Appointed 
♦James H. Pershing June 30, 1907 

Charles R. Brock 

Henry Van Kleeck 

tSARAH S. Platt Decker Feb. 9, 1909 

Erwin L. Regennitter Nov. 15, 1912 

Horace N. Hawkins June 30, 1911 

♦ Resigned January 23, 1909. Succeeded by Sarah S. Platt Decker. 
t Deceased July 7, 1912. Succeeded by Erwin L. Regennitter. 



Term 


Expiration 


2 years 


June 30, 1909 


4 years 


1911 


6 years 


1913 


G years 


1915 


unexpired 


tt tt 


6 years 


1917 



The Civil Service Commission 



HENRY VAN KLEECK, President. 
HORACE N. HAWKINS. ERWIN L.*REGENN1TTER. 



T. L. H. FRIBOURG, Clerk. 



OFFICE 
State Capitol, Denver, Colo. 
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INSTRUCTIONS TO APPLICANTS FOB THE CLASSI- 

FIED SERVICE. 

I. General Suggestions. 

These instructions should be carefully read, as they^®^®^®^^ 
answer most of the questions which applicants ask. Theappuclnts.^ 
Commission can not undertake to answer inquiries as to 
vacancies in the feervice, duties, salaries, prospect of 
appointment or promotion, or as to the course of prepara- 
tion which applicants should follow, or inquiries relating 
to cases which are not oflScially before it for decision ; nor 
can it decide, except in the case of actual applicants, 
questions respecting the application of the rules. Where 
no excej^tions are specified none are allowed. Inquiries 
in regard to examinations and other business should be 
made directly to the Civil Service Commission, and pre- 
ferably by calling in person at its oflBce. 

n. Obtaining and Filling Out Application Blanks. 

Applicants for examination or registration must file Applications for 
applications for the particular examination or registration ^^^^^^^}^^ ^^ 

I*6£riSLl*£LLlOIl 

which they seek, within the time advertised for that pur- must be ftied 
pose, on a form furnished on request by the Commission, with commis- 
and receive official notice of the examination or registra- ®*^^ 
tion before they can be examined or registered. 

Full instructions for the execution of the application ^ow to mi 
will be found on the blank itself, and applicants are^^^'**^" 
cautioned to answer all questions and conform in all 
respects to the printed instructions. 

The certificates of three vouchers required in the Certificates 
application papers are of the utmost importance. Appli- rep^tawe^ 
cants should seek as vouchers men who have employed citizens, 
them or who have known them practically in their calling. 
The certificates are of weight only so far as they show 
real or close knowledge of the candidates, and the Com- 
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REGULATIONS 



No recom- 
mendation 
other than 
certificates 
received. 

Statements 
verified. 



Good for one 
examination. 



When dis- 
approved. 



Defective to be 
returned. 



When 
cancelled. 

Part of oflFicial 
records. 



Persons not 
examined, 
regristered 
or certified. 

Fee not paid to 
state treasurer. 



Application 
not filed. 



Lacking any 
requirement. 

Not within age 
limit. 

Physically 
unfit. 

Intoxicating 
beverages. 



mission's action can in no way be biased by the political 
influence, real or supposed, of the signers. No recom- 
mendation other than those provided for in the application 
blank shall be filed with the Commission. 

All statements' in applications and in certificates 
of vouchers shall be subject to investigation by the 
Commission. 

An application will be good for only one examination, 
and if an applicant desires to take more than one he must 
file a separate application for each. 

All applications which show the applicant to be 
ineligible for the examination or registration which he 
seeks, will be disapproved and retained in the files of 
the Commission. All applications which are defective in 
their execution and can be corrected by the applicant, 
will be returned for correction. All unused applications 
will be cancelled, after they have been on file one year, on 
the order of the Commission. 

Applications which have been approved or disap- 
proved and all examination papers of competitors form 
a part of the official records of the Commission and 
can not, under any circumstances, be returned to appli- 
cants. 

III. Persons Who Will Not Be Examined, Registered or 

Certified. 

No person shall be examined, registered or certified 
for a position : 

1. Who has not paid the state treasurer the sum of 
one dollar and does not exhibit the treasurer's receipt 
therefor. This applies to all applicants except unskilled 
laborers. 

2. Who has not, within the time limited by the 
Commission, filed an application upon the form prescribed 
for the particular examination or registration which he 
seeks and does not exhibit an oflScial notice to appear for 
such examination or registration. 

3. Who is found to lack any preliminary requirement 
for the examination or service which he seeks. 

4. Who is not within the age limit prescribed for 
the service which he seeks. 

5. Who is physically unfit for the service which he 

6. Who is addicted to the habitual use of intoxicat- 
ing beverages to excess. 
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11. Use no scratch paper except that furnished by ®*^^^**^** ''^p®'* 

., . . , ^ , , . . , . to be returned. 

the examiner m charge and, on completing an examination 
sheet, hand him the scratch paper pertaining to that sheet. 
Have all your work complete on the examination sheet, 
however, as the scratch paper is collected, not for con- 
sideration in the marking, but for destruction. 

12. No helps of any kind are allowed. "^Before the No helps 

&lloD7&d 

examination is commenced, hand to the examiner any 
written or printed matter that you may have which 
might, if used, aid you in your work. Do not make a 
copy of any of the questions to be taken from the exami- 
nation room. 

13. All conversation or communication between the ^o con- 

v6rs8>tion 

competitors during the examination is strictly prohibited. 

14. CAUTION. Every competitor is cautioned not caution not to 
to attempt to copy from the work of any other competitor of another, 
nor to permit any competitor to copy from his work or 

look over the sheets in his possession. All work, as soon 
as written, should be carefully covered with a blotter or 
turned over as the sheets are completed. Evidences of 
copying or collusion in an examination may result in the 
cancellation of the examination papers and in debarring 
those guilty from all future examinations. 

15. All necjBSsary explanations will be made to the EJxpianations to 
whole class. Examiners are forbidden to explain the^ oecass 
meaning of any question or to make any remarks or 
suggestions that may assist in its solution. 

16. No unnecessary delay will occur in marking your ^o delay in 
papers, and you will be notified of your standing, whether ^^^ ^^' 
you pass or fail, as soon as your papers are marked. You 

are requested not to increase the labors of the Commission 
by making inquiries in regard to your standing. 

VII. Notice of Standing to Competitors. 

A notice of standing will be sent to each candidate Notice of 
examined, as soon as practicable, after the papers are ^*^"^^'*^- 
rated. The notice will show the general average obtained, 
which must fbe at least 70 per cent, to secure the entry 
of the qandidate's name on the appropriate eligible list. 

Vni. When Period of Eligibility Begins and Ends. 

The name of each successful candidate is entered upon Period of 
the appropriate eligible list as soon as practicable af ter ®"^****^*^^' 
the completion of the rating of the papers. The period 
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Declaration 
sheet. 

Official 
envelope. 

Examination 
number. 



See that you 
have correct 
examination 
sheets and re- 
turn them all. 



Place, date 
and time. 



Limit of 
time. 



Do not leave 
the room. 



Read printed 
instructions. 

Back of sheet 
may be used. 



Spoiled sheet. 
Write in ink. 



Pencil when 
allowed. 



1. Before proceeding to answer the questions in the 
examination, you will fill out and sign a declaration sheet 
and seal the same in an official envelope. At the close of 
the examination this envelope and vonr papers shall all 
be marked bv the examiner with an identical number to 
be known as your examination number. You must not 

FILL IN THE BLANK PROVIDED FOB THIS NUMBER ON YOUR 

PAPERS. If any name or other means of identification is 
found on any examination papers or envelope, the papers 
will not be examined. 

2. See that each sheet received by you pertains to 
the kind of examination which you are taking, and take 
care that you do not omit any of the sheets, which must 
all be returned at the close of the examination. Com- 
petitors are held responsible for errors and omissions. 

3. Note in the proper blank spaces the place and 
date of the examination, and the time of commencing 
and completing each examination sheet. 

4. You are not limited in time on any sheet, but you 
should gauge your work so as to complete the examination 
within the prescribed limit of time. Time is reckoned 
from the moment of receiving the first examination sheet. 
No allowance will be made for time lost in or out of the 
examination room. 

5. Do not leave the room with a sheet before you 
unfinished, for if you do the sheet will be taken up and 
will not be returned to you. Competitors are allowed to 
leave the examination room for luncheon on the completion 
of any sheet of questions, after 12 o'clock. No additional 
allowance of time will be granted on account of such 
absence. No competitor shall leave the room at any time 
without permission of the examiner. 

6. Read carefully the printed instructions on each 
sheet before commencing work thereon. 

7. If necessary, the back of a sheet may be used to 
complete your work, unless directions to the contray are 
printed on the sheet. 

8. A question sheet spoiled by you can not be ex- 
changed for another of the same kind. 

9. Perform all work on each examination sheet with 
ink. 

10. Pencil and scratch paper may be used in pre- 
liminary work, except in spelling exercise, which must be 
written with ink directly on the examination sheet from 
the dictation of the examiner. 
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[Note: The Civil Service Act of 1907 as amended 
in 1912 is published entire herein, printed in bold face 
type, while the rules appear in lighter face. The Act and 
the Amendments separately, without the rules, follow] : 

I. 

ORGANIZATION AND POWERS OF THE COMMIS- 

SION. 

Civil Service Act, Section 1. As soon as this act shall ^^^^^ service. 
go into eflfect, the Governor shall appoint three persons ajs Commissioners. 
Civil Service Gommissioners, to serve for six years, f our ^^p***'*^™®'*^ 

J A I. 1 J. ^i_ ji ^ J ^m. . *>y governor. 

years and two years, respectively, from the date of their 
appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the Governor, 
with the consent of the Senate, shall appoint one person, 
as the successor of the Commissioner whose term shall 
expire, to serve for the term of six years from the date Term, 
of appointment and until a fiuccessor is appointed and 
qualified. Any vacancy shall be filled for the unexpired vacancy, 
term by appointment by the Governor. At no time shall pouticai 
more than two Commissioners be adherents of the same complexion. 
political party. 

The Governor may remove any Commissioner ap- Removal by 
pointed under this act for incompetency, inefficiency, neg- srovemor. 
lect or violation of its provisions, or of the rules in force ' 

hereunder, after first specifying in writing the cause of 
removal. 

Section 2. The Commissioners shall serve without no com- 
compensation, but shall be paid their traveling and other pe^^sation. 
necessary expenses actually incurred in the discharge of Expenses paid. 
their official duties. They may appoint one of their num- President. 
her president. 
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Two years. 

Continued 
third year. 



of eligibility on all lists is two years from the date of 
entering the name upon it, unless continued for a third 
year by the Commission. All persons will be notified 
when their eligibility has terminated. 



Change 
of address. 

Must notify 
Commission. 



IX. Change of Address. 

Applicants and eligibles must keep the Commission 
informed of any change of postoffice address. A failure 
to do so will be treated as the fault of the applicant or 
eligible, and may result in his losing an opportunity of 
examination or appointment. Bequests to have the ad- 
dress changed should be made by letter, and should state 
whether the applicant has been examined. Such letter 
should relate only to the change in address. All com- 
munications should be directed to the Colorado Civil 
Service Commission, Si:ate Capitol, Denver, Colo. 



Civil Service Rules 



[Note: The Civil Service Act of 1907 as amended 
in 1912 is published entire herein, printed in bold face 
type, while the rules appear in lighter face. The Act and 
the Amendments separately, without the rules, follow] : 



OBGANIZATION AND POWERS OF THE GOMMIS. 

SION. 

Givil Service Act, Section 1. As soon as this act shall ^^"^^^ service. 
go into effect, the Governor shall appoint three persons as Commissioners. 
Civil Service Goipmissioners, to serve for six years, f o^ir ^^^^vernor ^ 
years and two years, respectively, from the date of their 
appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the Governor, 
with the consent of the Senate, shall appoint one person, 
as the successor of the Conunissioner whose term shall 
expire, to serve for the term of six years from the date Term. 
of appointment and until a successor is appointed and 
qualified. Any vacancy shall be filled for the unexpired vacancy. 
term by appointment by the Governor. At no time shall political 
more than two Conunissioners be adherents of the same complexion. 
political party. 

The Governor may remove any Conmiissioner ap- Removal by 
pointed under this act for incompetency, inefficiency, neg- erovemor. 
lect or violation of its provisions, or of the rules in force ' 

hereunder, after first specifjring in writing the cause of 
removal. 

Section 2. The Commissioners shall serve without no com- 
compensation, but shall be paid their traveling and other p^nsation. 
necessary expenses actually incurred in the discharge of Expenses paid. 
their official duties. They may appoint one of their num- president. 
her president. 
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KILES 



Competitive 
examinations. 

Non-competi- 
tive examina- 
tions for tecli- 
nical positions. 

Lists of 
eligribles. 

Requisition and 
certification. 

Periods of 
probation. 



Appointments — 
provisional, etc. 



Promotions. 

Vacancies filled 
by promotion. 

Suspension. 

Reduction. 

Discharge. 

Registration 
and appoint- 
ment of 
laborers. 



Non-com- 
petitive 
examinations. 

Commission 

make 

regulations. 

Authority of 
president and 
secretary. 



Classified 
service 
in state. 



Second, For open and competitive examinations to 
test the practicable fitness of applicants. 

Third, For appointment to positions requiring tech- 
nical, professional or scientific knowledge or training, by 
non-competitive examination when necessary. 

Fourth, For lists of eligibles based upon such exami- 
nations, from which all vacancies shall be filled, and for 
requisition and certification. 

Fifth, For periods of probation before appointment 
or emplojrment is made permanent, during which proba- 
tioners shall not be discharged without consent of the 
Commission. 

Sixth, For provisional, temporary and emergency 
appointments, and employments ; for transfers, re-appoint- 
ments and re-instatements. 

Seventh, For increase of compensation, and promotion 
by successive grades upon ascertained merit, seniority in 
service and competitive examination. When practicable, 
vacancies shall be filled by promotion. . 

Eighth, For suspension, reduction in grade or com- 
pensation, and discharge. 

Ninth, For the registration and appointment of 
laborers, skilled and unskilled, according to priority of 
application and rating. The rating need not relate to 
more than capacity to labor, habits of industry, sobriety 
and honesty. 

Tenth, For non-competitive examinations when appro- 
priate competitive examinations do not furnish an appro- 
priate list of eligibles. 

(1) The roiiiniission nia.v prescribe regulations for 
the instruction of its oflScers and for the execution of 
these riUcs, and, subject to its direction, may grant to 
its president and secretary su(*h general authority and 
responsibility in the administration of these rules as may 
not l)e inconsistent with the powers reserved to the Com- 
mission itself by the law, or by these rules, or vested 
directly in some other office. 

II. 

CLASSIFICATION. 

Civil Service Act, Section 11. Repealed. 

Section 10. All appointive ofScers and employes in 
the Civil Service of the State and of all State Institutions 
shall be included in the classified service, except judges of 
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courts of record,^ members of boards or commissions Exceptions. 
appointed by the Governor, the Governor 's private secre- 
tary, appointees to fill vacancies in elective offices, one 
deputy of each elective officer, officers and instructors in 
the public schools and in educational institutions not 
reformatory or charitable in character, the professional 
assistants of the Attorney General, the President pro tem- 
pore of the Senate, the Speaker of the House of Repre- 
sentatives, and all appointive officers and employes in in cities. 
cities of the first and second class, whether organized 
under general law or special charter, whenever any such 
cities shall adopt this Act as hereinafter provided, except 
one employe of each elective officer, and the corporation 
counsel and his professional assistants. The City and city and 
County of Denver and any city organized under Article ^^^""^y ^f 
XX of the Constitution may avail itself of the provisions 
of this Act. 

Except as otherwise provided in the Constitution, all 
appointments to positions in the classified service shall be 
without reference to the Senate, and for good behavior. 

(1) All positions and employments under the Civil classification. 
Service Commission and in the state institutions shall be 
divided into classes as follows: 

Class "A." Executive Service. — All positions, the Executive 
duties of which are of an executive character. service. 

Subclass 1. Superintendents, wardens, commanders. 

" 2. Assistant superintendents, deputy war- 
dens. 

Class "B.'' Clerical Service. — All positions, tht^ clerical service. 
duties of which are of a clerical character and which are 
not otherwise specifically provided for herein. 

Subclass 1. Secretaries, adjutants, examiners, chief 

clerks. 

" 2. Clerks, mail clerks. 

" 3. Bookkeepers, accountants, purchasing 

agents. 

" 4. Librarians. 

" 5. Stenographers, tyjiewriters. 

" 6. Office boys. 

Class "C." Medical Service. — All positions, the duties ^^ ^. , 

^ Medical service. 

of which require medical or pharmaceutic knowledge. 
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Custodians. 



Nursing 
service. 



Teaching 
service. 



Engineers. 



Mechanics and 
craftsmen. 



u 



u 



2. 



u 


3. 


u 


4. 


u 
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u 


G. 


a 


7. 



Subclass 1. Medical superintendents. 

2. Physicians, surgeons. 

3. Assistant physicians. 

4. Pharmacists, apothecaries, druggists. 

Class "D." Custodians. — All positions, the duties of 
which are the charge of property or persons, or as attend- 
ants, except as classified in Class "E." 

Subclass 1. Stewards, overseers, quartermasters. 

Matrons, housekeepers, storekeepers, com- 
missaries. 

Parole oflScers. 

Cottage matrons, matrons in charge of 
children. 

Boys' and girls' attendants or supervisors. 

Foremen. 

Janitors, watchmen, keepers, guards, turn 
keys. 

Class "E." Nursing Service. — Officers, attendants, 
nurses, etc., having care of the sick or insane. 

Subclass 1. Head nurses. 

" 2. Trained nurses. 

" 3. Head ward nurses. 

" 4. Nurses and attendants. 

Class "F." Teaching Service. — All positions, the 
duties of which are scholastic instruction or to educate 
or test the abilitv to instruct. 

Subclass 1. Principals of schools in the institutions 

which are subject to the provisions of 
this law. 

" 2. Teachers in all branches, other than such 

as are otherwise specially provided in 
this classification. 

('lass "G." Engineers. — All positions where quali- 
fi(*ations of an engineering or cognate character are 
required. 

Chief engineers. 
Assistant engineers. 
Firemen. 

Electrical engineers, dynamo tenders, elec- 
tricians. 

Class ^^H." Mechanics and Craftsmen. — All positions 
requiring special mechanical skill, or as craftsmen, not 
classed as laborers. 



Snibclass 1. 
" 2. 

3. 
4. 
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Subclass 1. Mechanics and craftsmen whose duties 

shall be actual service as such. 



a 



2. Instructors in any handicraft or mechan- 

ical or other trade. 

Class "I." Agricultural Service.— All positions, the a*^*^"!^"'*^^ 
duties of which require agricultural or horticultural 
knowledge, in^^luding arboriculture and the breeding and 
care of domestic animals, or any similar knowledge or 
qualification. 

Subclass 1. Farmers. 

" 2. Florists, gardeners. 
" 3. ^ Dairymen. 

" 4. Stockmen. 

Class "J." Miscellaneous positions, which term shall Miscellaneous 
include all positions requiring expert or other qualifica-^°^ 
tions not embraced in other groups in this class. 

Subclass 1. Chaplains. 

" 2. Musicians. 

3. Drivers, hostlers. 

4. Bakers, butchers. 

5. Laundrvmen, laundresses. 

" 6. Cooks. 

*' 7. Other positions, except those specifically 

named in this classification as in other 
groups or hereafter included in them. 

Class "K." Unskilled Labor Service. unskilled 

labor service. 

Subclass 1. All positions of common labor to be filled 

by males. 

" 2. All positions of domestic w ork or common 

labor to be filled by females. 

(2) The omission in the above classification of any omission in 
oflScial designation or appellation of a position in the ^^^®*^^^*^^" 
service shall not exclude such position from the classifica- 
tion, as it will be comprised in the class and subclass to 

which it belongs by the general definition and specifica- 
tions of such class and subclass. 

(3) The Commission mav further subdivide, for the^"''*^®'' 

- • X- XI ' -x- • 1 i_ subdivision. 

purpose of examination, the positions in any class, or sub- 
class thereof, so as to test practically the special quali- 
fications requisite for such positions. 
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m. 



Applicants 
must pay one 
dollar to state 
treasurer to 
the credit of 
Commission. 

Can not be 
examined until 
paid. 

Application 
under oath. 

Form and 
contents. 



Filled out and 
signed in appli- 
cant's hand- 
writing. 

Persons who 
can not write. 



Three certifi- 
cates of repu- 
table persons 
required — con- 
tents. 



Limits of time 
for filing 
application. 



Defective 
application 
returned for 
correction. 

Application 
not accepted 
account of age. 



Certificate of 
physical fitness. 



FEES AND APPLICATIONS. 

Civil Service Act, Section 12. Every applicant for 
examination, except unskilled laborers, shall pay the State 
Treasurer the sum of one dollar, to be placed to the credit 
of the Commission, in a special fund for t}^e purpose of 
defraying so far as possible, the expenses to be incurred 
hereunder, and no one shall be examined until he or she 
exhibits the Treasurer's receipt therefor. 

(1) No person shall be admitted to examination or 
registration for a position in the classified service until 
he shall have filed an application under oath upon a form 
prescribed hy the Commission, giving such evidence in 
regard to age, citizenship, character, physical and mental 
capacity, previous employment, training and fitness as 
the Commission may require. All applications must be 
filled out and signed in the handwriting of the applicant 
except that persons who are unable to write may have 
their application filled out by some other person, but 
must have their name identified by their mark, and said 
mark witnessed. 

(2) Every application shall bear the certificates of 
at least three reputable persons to the effect that they 
have personally known the applicant ; that they have read 
his statement and believe it to be correct ; that they know 
him to be of good character and reputation and that they 
will, upon request, give the (Commission such further facts 
concerning him as they may possess. 

(3) The Commission may fix the limits of time 
between which applications for a given examination shall 
be presented ; but such period shall in no case be less than 
ten days. 

(4) A defective application shall be returned for 
correction and shall be accepted if returned in correct 
form before the date of examination. 

(5) No application shall be accepted unless the 
applicant is within the age limitations fixed by the Com- 
mission for entrance to the position to which he seeks to 
\ye appointed. 

(6) Where physical qualifications are necessary the 
Commission may require the applicant to file with his 
application a certificate of physical fitness from a repu- 
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table physician, or in its discretion ma^' require the Physical 
applicant to submit to examination before physical exam- examination, 
iners appointed by the Commission. 

(7) Applications when presented shall be dated, Applications 
numbered and recorded in the order of their rec»eipt. An numbered and 
application that has been accepted and filed shall not be recorded. 
returned for any reason to the applicant. Not returned. 

IV. 

EXAMINATIONS. 

Civil Service Act, Section 13. All examinations shall Examinations. 
be absolutely impartial, practical in their character, and General 
with paramount regard to matters which will fairly test provisions. 
the relative capacity and fitness of the persons examined 
for the service which they seek to enter. 

The Commission ' may refuse to examine, or after commission 
examination, to certify, an applicant who is found to lack^'^^^[^^"^^^®^*^ 
any preliminary requirement, established by rule, for the certify in 
examination or position for which he applies ; or who is certain cases. 
found phjrsically unfit to perform the duties attaching to 
said position, or who is addicted to the habitual use of 
intoxicating beverages to excess ; or who has been guilty 
of a crime or of infamous or notoriously disgraceful con- 
duct; or who has within two years been dismissed from 
the public service for delinquency or misconduct ; or who 
has intentionally made a false statement of any material 
fact, or practiced or attempted to practice any deception 
or fraud in his application, or in his examination, or in 
securing his eligibility or appointment. 

(1) Examinations shall be open to all those whoExaminations, 
comply with the requirements in regard to applications*^ ^^^'"^p®" 
and fees and who are not debarred bv the Commission for 
sufficient cause in accordance with section 13 of the civil 

service law. 

(2) All examinations shall be public and shall relateshaii be public 
to such matters as will fairly test the relative capacity 

and fitness of the persons examined to discharge the dutiesscope of. 
of that service into w^hich they seek to be appointed and 
may include special practical tests of fitness for any par- practical tests. 
ticular positions requiring scientific, professional and 
technical knowledge or manual skill. 
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Held 

periodically. 
Dates published. 

Notice — how 
published. 



Contents 
of notice. 



Competitive 
examinations, 
where held. 



Local boards 
of examiners 
at state 
institutions 
and elsewhere. 



Subject and 
weight of 
examinations. 



Subjects — 
how marked. 

Average 
required for 
eligible list. 

Chief examiner 
may consult 
others in fram- 
ing questions, 
but they must 
be kept abso- 
lutely secret. 

Examinations 
may be written 
or oral, or both. 



(3) So far as practicable examinations shall be held 
periodically and the dates of examinations pnblished at 
the beginning of the year. 

(4) All examinations shall be advertised at least 
two weeks prior to the final date for the receipt of applica- 
tions by at least two insertions in one or more newspapers 
published in the state, or by such other methods as the 
Commission may elect. Notices of examination shall, at 
the same time, be posted in the oflSce of the -Commission 
and sent to the principal newspapers throughout the 
state and to all postmasters with a request that they* 
be posted in their oflSces. The notice of examination shall 
set forth in each case (a) the title of the position, (b) 
the time and place of examination, (c) the date upon 
which the receipt of applications will close, (d) such 
other information as the Commission may deem pertinent 
and necessary. 

(5) Competitive examinations, except for positions 
in grade 4, 5* G or 7, shall be held simultaneously in the 
city of Denver and at a place to be selected by the Com- 
mission in each county of the state in which a state 
institution is located. If the Commission considers it 
desirable for the best interests of the service, examinations 
may be held at other places as well. 

(6) The Commission may designate three persons 
at each state institution, and wherever expedient, to act 
as a local board of examiners and to perform such duties 
in connection with the administration of the civil service 
law as the Commission shall direct. 

(7) The subjects of examinations and the weight 
to be attached to each subject in marking shall be deter- 
mined by the chief examiner, subject to the direction of 
the Commission. 

(8) Each subject shall be marked upon a scale of 
100, which shall represent the maximum possible attain- 
ment. No person shall be placed upon the eligible list 
whose final average rati.ng is less than 70 per cent. 

(9) In preparing the questions to be used in an 
examination the chief examiner may consult with the 
head of the department or with experts, in regard to the 
duties of the position to be filled. But the questions 
actually to be used shall be kept absolutely secret in 
advance of the examination. 

(10) Whenever practicable the examinations shall 
be written, but the Commission may determine whether 
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the examinations shall be written or oral, or both, provided 
the same is decided upon in advance of the examination, 
and a written record is made of the oral examination. 

(11) Medical and physical examinations, when Medical and 
deemed necessary, shall be conducted by physicians ^^^^^J^*^ 
designated by the Commission, and a failure to pass 
such examinations shall absolutelv debar a candidate 
from the eligible list. 

(J^) Whenever, in its opinion, any position to be in fiduciary 
filled in the competitive class has a fiduciary or executive ^^gj^^^g"*^^® 
character the Commission may require, as a part of the 
examination, such special certificates by reputable and special certifi- 
responsible citizens as to the character, trustworthiness ^^q^'^^.^^^ 
and business experience of an applicant or eligible as it 
may deem proper and expedient. All such special cer- 
tificates shall be properly filed and retained as records 
in the oflSce of the Commission. 

(13) When the position to be filled involves fiduciary in positions of 
responsibility, the appointing officer may require the^^"^*^''^ 
appointee to furnish a bond in such amount as the^ijondmay 
Commission may deem reasonable. be required. 

(14) Before proceeding to answer the questions in Declaration 
the examination each competitor shall be required to fill sheet- 
out and sign a declaration sheet, giving his full name and^^'* en so . 
address and such other information as the Commission 

may require, and to seal the same in an official envelope, sealed in an 
The envelope and the papers of the candidate shall be^^^\^* 

. ^ ^ ^ 1 1. 1 envelope. 

marked with an identical number. At the close of the 

r. ,•, 1 • 1 n V 1 1 • 1 J How marked. 

examination the envelope* shall be placed in a sealed 
package and deposited in a safe place, and the package Deposited in 
shall be opened for the identification of the papers only safe place, 
after the marking has been completed on all the papers, open for 
Any paper bearing the name of the candidate, or any ^^®"^*^^^**^^ 
other identification mark, shall be rejected, and specific Papers bearing 
announcement of this fact shall be made at the commence- ^^^^^^^^ ^^^^^ 
ment of the examination. be rejected. 

(15) Upon the completion of the marking each Notice of 
candidate shall receive notice of his rating, and shall, on rating given 
application, subject to the regulations of the Commission, ^^""^ candidate, 
be permitted to see the eligible list and inspect his papers. 

(16) No request for a review of the markings shall Review of 
be entertained by the Commission unless made w^ithin "^^'*^*'*^ 
ten days of the date when the notice as to the standing ^.j^^^^g^ .^^ 
of the candidates is sent out, and no change in rating rating. 
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When 

examinations 
not necessary. 



shall be made unless some manifest error shall appear 
on the face of the papers. 

(17) A person legally holding a position by ap- 
pointment for a fixed term may be retained without exam- 
ination at the expiration of such term. 



Eligible lists. 

Percentage 
necessary. 

Form of entry. 



When two 
eligibles have 
same rating. 



Period of 
eligibility. 



Notice of 
termination. 



ELIGIBLE LISTS. 

(1) The names of all candidates who receive a final 
average rating of 70 per cent, or over in the examination 
shall be placed on the appropriate eligible list in the 
order of their standing in the examination, and against 
each name shall be noted the date of examination, the 
date on which the name was entered on the list and 
the a\^rage rating. 

(2) When two or more eligibles have received the 
same average rating the person first filing his application, 
or if the examination be for promotion the first appointed 
in the department, shall have priority. 

(3) A name will be removed from the eligible list 
at the expiration of two years, unless, in the judgment 
of the Commission, it is advisable that the names of all 
those whose eligibility is about to expire be continued 
on the list for a third year. Persons shall be notified 
when their eligibility has terminated. 



Requisition, 
when made. 

Contents. 

Must certify 
highest name. 



Sex, if not 

specified, 

disregarded. 



vi. • 

REQUISITION, CERTIFICATION AND 
APPOINTMENT. 

Civil Service Act, Section 15. Whenever there is an 
appointment to be made in the classified service under this 
act, the appointing officer or power shall make requisition 
upon the Conunission for the name of an eligible person, 
specifying the nature of the position to be filled, and upon 
receipt of such requisition, the Commission shall certify 
the name of the person standing highest upon the most 
appropriate list; and the person so certified shall be ap- 
pointed. In case the requisition, or any law or regulation, 
shall designate sex, only that sex shall be certified ; other- 
wise, sex shall be disregarded. 
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(1) The requisition shall state specifically the title Requisition, 

what 

state. 



and duties of the position to be filled, the comi)ensation ^^^^ *^ ^^^" 



to be paid, and whether the position is to be filled per- 
manently or for a temporary period. 

(2) The Commission in making certification in certification, 
response to such requisition shall give the full name and ^*^^* |* ®*^^" 
address and the average obtained in the examination of 

the person standing highest upon the most appropriate Highest name, 
list, and shall immediately notify such person by J^^il Notice sent 
of such certification, and the title and salary of the person certified. 
position to be filled. A certification shall remain in force 
for 15 days. If there be more than one vacancy to be Duration of. 
filled the Commission shall certifv as manv names as there 
are vacancies, but appointments must be made in the 
order of standing on the eligible list. 

(3) The appointing officer must select for appoint- Person 

ment on probation the person certified bv the Commission, ^®^^^^®*^ '""^^ ^® 
unless proof of his unsuitability for the reason specified in 
section 13, clause 3, of the Civil Service Law is submitted Exception, 
to the Commission, in which case the Commission mav 
certify an additional name. 

(4) The person selected for appointment or pro- Appointing 
motion shall be duly notified by the appointing officer, ^^^er must 
and upon accepting and reporting for duty shall receive g^i^^^g^^^^*^*^ 
from such officer a certificate of appointment or promotion Certificate 
for a probationary period of three months, during which of appointment 
period he shall not be discharged without the consent of or promotion on 
the Commission. His retention in the service bevond the ^^^^^*^*''^' 
period of probation shall be equivalent to his absolute 
appointment. 

(5) The name of any person certified as eligible for Name of 
probationary appointment who shall decline such appoint- g®^®^^^®^^*^®^ 
ment shall be stricken from the eligible list unless such eligible list if 
declination be for one of the following reasons: (a) appointment 
residence in a county other than that in which the duties ^®^^^'*®^' 

are to be performed ; (b) insufficiency of the compensation Exceptions. 
offered; (c) temporary inability, physical or otherwise, 
the evidence of which must be acceptable to and approved 
by the Commission and set forth in its minutes. 

An eligible who has declined appointment on the Not certified 
ground of residence shall not again be certified for ^^i" *^ ^*^" n* auon 
other position in the same county as the one declined, declined. 

An eligible who has declined appointment by reason 
of the insufficiency of the compensation offered shall not 
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again be certified for a similar position at the same or 
any less compensation. 

Tlie failure of an eligible to accept an offer of appoint- 
ment within one week next succeeding the mailing of 
notice of appointment shall be considered a declination. 

On notification from an appointing officer that a 
person named in a certification has declined appointment, 
and on receipt of such declination in writing, or of evi- 
dence of the failure of such person to respond to a notice 
properly sent, such certification shall be completed by the 
addition of the name of the eligible next in order. 

(6) If a person who is not entitled to certification 
is appointed, his appointment, upon due notification from 
the Commission, shall be revoked. 

(7) All persons appointed or promoted in the 
classified service shall be assigned to, and perform the 
duties of, the position to which appointed or promoted. 
In case of exigency an employe may be temporarily 
assigned without extra pay to other than his regular 
duties. But no such assignment shall be for a period 
of more than ten days without the consent in writing 
of the Commission thereto. 
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VII. 

PROVISIONAL, TEMPORABT AND EMERGENCY 

APPOINTMENTS. 

(1) Whenever there are urgent reasons for filling 
a vacancy for which no appropriate eligible list exists 
the Commission may authorize the appointing power to 
nominate a person for non-competitive examination, and 
if such person shall bQ certified as qualified, after such 
examination, he may be appointed provisionally for a 
period not to exceed sixty days. The Commission shall 
proceed at once to advertise and hold a competitive 
examination and upon completion of the eligible list the 
provisional appointment shall cease. In case the com- 
petitive examination does not furnish ati appropriate 
eligible list the Commission may allow the provisional 
appointment to be made permanent. 

The Commission may, however, in its discretion, per- 
mit a permanent appointment to be made upon non-com* 
petitive examination, wMthout first making a provisional 
appointment or advertising a competitive examination^ if 
within one year prior to the date of such appointment 
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it has held a competitive examination for the i>osition in 
question and has been unable to establish an appropriate 
and adequate eligible list therefrom. 

The local board of examiners at each State Institution Local board 
may be called upon by the Conftnission to receive appli- conduct 
cations, conduct non-competitive examinations and make ®^^"^*'*^^^^'*^* 
reports thereon to the Commission, in accordance with 
its instructions. 

(2) Where there is a vacancy in any position in vacancy in a 
the classified service demanding peculiar and exceptional position of 
qualifications of a scientific, professional or educational p®^^**^'" ^'^^ 
character, and upon satisfactory evidence that for special qualifications 
reasons competition in such special case is not practicable, in which 
and that the position can be filled bv the selection of some '^Tr^^^^'I!! *^ 

' not desirable. 

designated person of high and recognized attainment in 
such qualities, the Commission may authorize the appoint- ^^^ ^"®^ 
i^ng power to select a suitable person who shall be subject 
to examination and, if found qualified, certified for ap- 
pointment. 

(3) When services of a temporary or occasional Temporary 
character are required, and for periods in the aggregate ^pp^*"*'"®"*^ 
not exceeding six months in any one year, the appointing 

officer shall notify the Commission, which shall either 
certify the person standing highest on the eligible list 
who is willing to accept such temporary appointment, or 
if it deems this impracticable allow the temporary ap- 
pointment upon non-competitive examination of a person 
designated by the appointing officer. But no such appoint- Duration. 
ment shall continue beyond the period authorized by the 
Commission. Neither acceptance nor declination of any 
such temporary employment shall aff'ect the right of 
the eligible to continued certification for permanent em- 
ployment; nor shall acceptance confer upon such eligible 
any of the rights of promotion, transfer or reinstatement. 

(4) Where there is a vacancy of an emergency Emergency 
character in a position in the classified service, and it ^pp^*"*'"®'*^^ 
is not practicable either to secure a person by certification 

from an eligible list or to conduct a non-competitive exam- 
ination in the absence of such a list in time to meet 
such emergency, an appointment may be made without 
certification or examination, subject to the subsequent 
approval of the Commission, for a period not exceeding Duration, 
two weeks. 

(5) Inmates of state institutions may be assigned by inmates 
the lawful authorities, without examination or registra- f ^ ®*f *® 

' ° institutions. 
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tion, to such minor duties iu their respective institutions 
as they are fitted to perform. 

(()) No iierson shall be apiK)inted to any position 
who is related by blood or affinity to the appointing 
power, or any member* thereof , without consent of the 
Commission. 

VIII. 
PROMOTIONS. 

n) A change in rank or grade shall constitute 
promotion. A material change in duties and in responsi- 
bilities shall be deemed a change in rank and an increase 
in salary beyond the limits fixed for the grade by clause 8 
of this rule shall be deemed a change in grade. 

(2) Vacancies in positions in the classified service 
above the lowest rank or grade shall, so far as practicable, 
l)e filled by promotion from among persons in the same 
department, office or institution, who have held positions 
for at least six months in the next lower rank or grade. 

(3) Promotion shall he based on (a) the competitive 
mental examination; (b) the comparative efficiency, char- 
acter, conduct and seniority in service of the candidates 
for promotion, to each of which shall be given a weight of 
50 per cent. 

The departments, offices and institutions subject to 
the jurisdiction of the civil service law are hereby required 
to establish and maintain efficiencv records for each 
classified employe, showing (a) the quantity of work 
performed, (b) the quality of work performed, (c) apti- 
tude and capacity for initiative, (d) punctuality and 
attendance, (e) character and habits so far as they affect 
efficiency or trustworthiness. Such record shall also give 
a list of all fines and penalties imposed and all commend- 
ations bestowed. The Commission shall furnish blank 
efficiency records upon which the entries shall be made 
monthly by the immediate chief of the employe to be 
rated. In the first week of Januarv of each year the 
head of the department shall certify and transmit to the 
Commission a transcript or summary of such records for 
the preceding year. Such record shall be open to the 
inspection of the employe, under proper supervision. 

(4) The Commission shall send to each person en- 
titled to compete for promotion an application blank, 
upon which, if he desires to enter the examination, the 
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candidate shall state in full his experience in the service contents. 
and before entering the service as qualify ing him to enter 
the examination. Snch application shall he signed and signed and 
sworn to, and may be given such weight as supplementing ®^^'*'^ *^ 
the efficiencv record as the Commission shall see fit. 

(5) Examinations for promotion shall be ordered as Examinations 
often as may be necessary to meet or anticipate the needs ^^^ promotion. 
of the service, and, so far as practicable, shall be held 
periodically. 

(6) If the vacancy to be filled is in a position in when original 
Grade 4, 5, 6 or 7, the Commission mav, if it deems that ^^^^P^tmve 

' ' ' *- ^ exammation 

on account of the executive ability required to fill the for promotion. 
position promotion by competitive examination is imprac- 
ticable and not for the best interests of the service, hold 
an original competitive examination without regard to the 
number of persons in the next lower rank or grade. 

(7) The examination shall be conducted, the eligible P'-ocedure, same 

,. . J J • .J. i«/3 i. J -J. as In original 

list drawn up and requisition, certification and appoint- appointments. 
ment made in the same manner as prescribed for original 
appointment in Rules IV, V and VI. 

(8) The grades for all departments, offices and ^''^^^^ ^^^ 

^•j. J.' 1 n 1 J.1 J. It • entire classified 

institutions shall be the following: service. 

Grade 1. All positions, the compensation of which is at compensation 

the rate of not more than four hundred dol- ^®^s than $40o. 
lars per annum. 

Grade 2. All positions, the compensation of which is at ^^^ to $700. 

the rate of more than four hundred dollars 
and not more than seven hundred dollars 
per annum. 

Grade 3. All positions, the compensation of which is at ^^^^ to $1,000. 

the rate of more than seven hundred dollars 
and not more than one thousand dollars per 
annum. 

Grade 4. All positions, the compensation of which is at $i»ooo to $1,500. 

the rate of more than one thousand dollars 
and not more than fifteen hundred dollars 
per annum. 

Grade 5. All positions, the compensation of which is at $1,500 to $2,000. 

the rate of more than fifteen hundred dollars 
and not more than two thousand dollar per 
annum. 
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$2,000 to $2,500. Grade 6. All positions, the compensation of which is at 

the rate of more than two thousand dollars 
and not more than twenty-five hundred dol- 
lars per annum. 

(Irade 7. All positions, the compensation of which is at 

the rate of more than twenty-five hundred 
dollars per annum. 

For purposes of this seition, full maintenance in state 
institutions shall be valued at |150.00 per annum. 
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IX. 

TRANSFERS. 

(1) A person who has been perijianently appointed 
to a position in the classified service may be transferred, 
with the consent of the Civil Service Commission and of 
the heads of departments affected thereby, to a similar 
position in the same class, subclass and grade, but no 
transfer shall be made to a positon which, in the opinion 
of the Coriimission, can be adequately filled by promotion. 

X. 

REINSTATEMENTS. 

(1) A person who has been permanently appointed 
to a position in the classified service and who has been 
separated from the service through no delinquency or 
misconduct on his part may be reinstated in a position in 
the same class, subclass and grade in the same department 
or institution, at the request of the appointing officer, 
within one year from the date of separation. The names 
of such persons, except of those who have resigned from 
the service, shall .be entered upon lists of separated 
appointees in the order of their original appointment 
and shall remain there for a period of one year, and upon 
notice of a vacancy in the same or a similar position in 
any department or institution, names from such list of 
separated appointees shall be certified to the appointing 
officer in preference to names from the eligible lists. 

(2) Leave of absence without pay may be granted 
by the head of department where such absence does not 
exceed one month or, in case of sickness, six months, but 
the Commission, in exceptional cases, the circumstances 
of which shall be stated in its minutes, mav extend such 
periods, not, however, to exceed one year. 
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(3) Absence without leave for a period of five days, Absence with- 
unless it can be subsequently shown that such absence ^"^ ^®^^®- 
was unavoidable, may be construed as a resignation. 

XI. 
SUSPENSION, REDUCTION AND Dl6CHAR0E. 

Civil Service Act, Section 16. Discharges from the when allowed. 
classified service, or reduction in grade or compensation, or 
both, may be made for any cause not political or religious, procedure. 
which may promote the efficiency of the service, but such 
cause shall be specifically stated in writing by the au- 
thority making the discharge or reduction ; and the person 
to be discharged or reduced shall be furnished a copy of 
the specifications, and be allowed a reasonable time to file 
an answer thereto. A copy of the order of discharge or 
reduction, the specification and answer shall be made a 
part of the records of the division of the civil service in Papers part of 
which the discharge or reduction is made, and copies of ^^^^^^ record. 
these papers shall be filed by the said authority with the copies med with 
Commission immediately on being issued or received. commission. 

(1) The heads of departments may, for cause speci- suspension for 
fled in writing and filed with the Commission, suspend ^^^^^^^ ^^y^- 
subordinates without pay for a reasonable period, not to 

exceed thirty days. 

(2) A statement of the cause for discharge from the written 
classified service, or reduction in grade or compensation, ®p®^^^*^^**^"® 
shall be served on the employe, or in case of absence from 

duty, shall be mailed to him. The employe shall be 
allowed at least five days from the date of service or ^^^e days 

>«. . !_• •!_ J. ^1 to answer. 

mailing in which to file an answer. 

XII. 

SPECIAL PROVISIONS FOR APPOINTMENT OF 
UNSKILLED LABORERS (CLASS K). 

(1) The local board of examiners at each state Board of labor 
institution shall serve as a board of labor registration. ^®^^*''^**^'*- 
The board shall establish separate registration lists for 

the diflferent kinds of unskilled labor and shall register 
applicants thereon in the order in which they apply. Apgrio^jof 
name shall be stricken from the list at the expiration of registration. 
two years. 

(2) The Commisison shall require an applicant to Examination 
furnish such evidence or to pass such examination before of laborers. 
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the board of registration as they may deem proper with 
respect to his age, residence, ])hysical condition, ability 
to labor, sobriety, industry and exjierience in the employ- 
ment for which he applies. 

(8) Certification and appointment shall be made in 
the manner prescribed by Rule VI, except that the proba- 
tionary period for unskilled labor shall be one month. 

(4) A laborer discharged from the service shall 
receive a discharge card from the officer under whom 
he was working, stating the position in which he was last 
employed and certifying that his conduct and capacity 
were ^*good," ^*fair" or "poor." In case he received a 
rating of **good'' for lK)th conduct and capacity he shall 
be registered on a preferred list for reinstatement in the 
same or a similar position, and his name shall remain on 
such list for a period of two years. If rated as "poor" 
in either conduct or capacity he shall not be allowed to 
register again for a i;eriod of two years, except by special 
permission of the Commission for reasons to be stated in 
its minutes. 

XIII. 

THE PUBLIC ROSTER AND CERTIFICATION TO 

AUDITORS. 

Civil Service Act, Section 19. The Commission shall 
maintain in its office as a public record a complete roster 
of all persons in the Civil Service affected by this act. 
The roster shall show in connection with each name the 
date of appointment, employment, promotion, reduction 
or reinstatement, the compensation, title of the position 
and the nature of the duties thereof and the date and 
causes of any termination of such employment. 

Section 20. All officers, boards and commissioners of 
the state and of any municipality affected by this act shall 
furnish all reasonable information upon request for said 
roster, and report immediately to the Commission every 
change occurring in any office, position or employment 
covered by this act. 

Section 21. The Commission shall certify monthly to 
the appropriate auditing officer or board the name of and 
amount due every person in the classified service whose 
appointment is in conformity with law. Without such 
certificate no warrant shall be issued or payment made to 
any one in said service. Four times .the amount of any 
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pajrment contrary to the provisions of this Act, or of the no warrant 
rules hereunder, may be recovered from any member of a ^*^^" *^^"f ^ 

^ . . ^ . . , or be paid to 

board or officer signing or countersigning any warrant persons not 

therefor or paying any such warrant, or from the sureties certified. 

on the official bond of such oifficer or member, or from the 

officer and his said sureties, in an action brought by the 

State or any municipality affected, or by any tax-payer. 

The amount of such judgment shall be paid to the State 

or municipality affected, except where the suit is brought Penalties for 

by a tax-payer, in which event one-half of the judgment violation. 

shall be paid to the tax-payer. 

XIV. 

GENERAL PROVISIONS OF THE LAW. 

Civil Service Act, Section 13. No statement in any Political or 
application, recommendation, or question in any exanu-^p/^^jj^g^^j. 
nation shall relate to political or religious opinions oramiiations 
affiliations, and no appointment or selection to office, or^^^^^^^^^ 
employment within the scope of this act, shall be in any ^^pp^^^^^^^^tg 
manner affected or influenced by such opinion? or affilia- 
tions. 

Section 14. No person shall wilfully or corruptly, corrupt 
by himself or in co-operation with one or more persons, practices in 
defeat, deceive or obstruct any person in respect to his or ^gflJJ^e^ ^nd'^*' 
her right of examination, or falsely mark, grade, estimate forbidden. 
or report upon tlie examination or proper standing of any 
person examined hereunder, or aid in so doing, or make 
any false representation concerning the same, or concern- 
ing the person examined, or furnish to any person any 
special or secret information for the purpose of either 
improving or injuring the prospects or chances of any 
person so examined, or to be examined; or impersonate ij^pgj.gQyja^tiQ„ 
another person, or permit or aid another person to imper- of another 
senate him in any application, examination or registration, forbidden. 

Section 17. No officer or employe of the State, or of Political 
any municipality, shall discharge, promote, degrade, or in forbfdd^n"*^ 
any manner change the official rank or compensation of 
any other officer or employe, or promise or threaten to do 
so, for giving or withholding, or neglecting to make any 
contribution of money or other valuable thing, for any 
pohtical purpose, or for any political reason whatsoever. 

No person in the public service shall, directly or indi- 
rectly, solicit or receive, or be in any manner concerned 
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in soliciting or receiving, any assessment, subscription or 
contribution, whether voluntary or involuntary, for any 
political purpose whatever, or to secure the nomination 
or election of any person, f rpm any individual or corpora- 
tion ; and no person shall, directly or indirectly, solicit, or 
be in any manner concerned in soliciting any assessment, 
subscription or contribution, whether voluntary or invol- 
untary, for any political service whatsoever, or to secure 
the nomination or election of any person, from any officer 
or employe in the classified service. 

No person in the public service shall use his official 
authority or influence for the purpose of interfering with 
an election or affecting the result thereof. No person in 
the classified service shall take part in political manage- 
ment or political campaigns further than to vote as he 
pleases, and to express his opinion on political subjects. 

Section 18. No person while holding any public office 
or employment in the service of the state, or of any munici- 
pality, or in nomination for, or while seeking a nomination 
or appointment for any office, shall corruptly use, or 
promise to use, either directly or indirectly, any official 
authority or infiuence, whether then possessed, or antici- 
pated, in the way of conferring upon any person, or in 
order to secure or aid any person in securing any office 
or public employment, or any nomination, confirmation, 
promotion or increase of salary, or to interfere with any 
election, upon the consideration or condition that the 
vote or political infiuence, or the action of the last named 
person, or any other, shall be given or used in behalf of 
any candidate, officer or party, or upon any other corrupt 
condition or consideration. 

Section 22. Any person occupying any position in 
the service of the state, or of any municipality affected 
by this act, who shall violate any of the provisions of this 
act or the rules hereunder, shall be discharged from such 
position and shall be ineligible to reinstatement therein, or 
appointment to any other branch of the public service for 
two years thereafter. 

Section 23. Whoever makes an appointment to office 
or selects a person for employment, contrary to, or wilfully 
refuses or otherwise neglects to comply with the provisions 
of this act or of any rule hereunder shall be deemed 
guilty of a misdemeanor and for each and every offense, 
shall, upon conviction, be punished by a fine of not less 
than one hundred dollars nor more than fifteen hundred 
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dollars, or by imprisonment for a term not less than one 
month, nor more than one year, or by both fine and impris- 
onment. 

Section 24. Any city of the first or second class, cities may 
whether organized under general law or special charter, *^®^* ****^ ^^* 
may adopt the provisions of this act in the manner follow- 
ing: 

The council may and upon the petition of bona fide council may 
residents in number not less than 15 per cent, of the last ^^^^^^ ^"®»- 

* tlon upon 

preceding vote for mayor, shall, submit the question of petition. 
adopting the provisions of this act, to a vote of the quali- 
fied electors at the next general election for municipal 
officers, or at a special election which the council may call spec^rrerict[on. 
for such purpose. The signatures to such petition shall be 
acknowledged before a notary public, and need not all 
be on one paper. The election shall be called and held, conduct of 
and the vote counted and canvassed, and the result deter- election. 
mined and certified, in all respects as nearly as may be in 
accordance with the provisions of law now governing the 
election of municipal officers in said city. The election 
notice shall state that the purpose of the election is to Ejection notice, 
ascertain whether or not the city will adopt the provisions ^®^^®"*^ 
of this act, and that the election is held thereunder. All 
persons voting on the question submitted at such election 
shall vote by separate ballot prepared substantially in the separate 
manner and form in which official ballots are prepared for ^^i^^^^ 
the election of municipal officers in said city, and shall 
have printed thereon the words ' ' For the merit system ' ' Form of baiiot. 
and ' 'Against the merit sjrstem, ' ' and the voter shall desig- 
nate his choice by placing a cross (X) opposite the propo- how voted. 
sition of his choice, in the manner now provided by law 
for voting upon amendments to the Constitution of the 
state of Colorado. The ballots shall be deposited in a 
separate ballot box in each polling place provided by the 
city for that purpose. If upon the official determination 
of the result of such election, it appear that a majority of Majority of 
all the votes cast are in favor of the adoption of the votes cast 
provisions of this act, then this act and all rules made ^®^*®^^j^^^®® 
thereunder shall immediately thereafter be in full force 
and effect in said city, and the clerk of the city shall cierk of city 
immediately certify the result of said election to the Civil ^^^^ certify 
Service Commission. ;?^""^, *^. 

**/-** ^^*MmMMM^,^ V Commission. 

Section 25. All acts and parts of acts inconsistent 
with the provisions of this act, are hereby repealed. clause."^ 
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AMENDMENT OF RULES. 

(1) No aiiiendinent to these rules shall be adopted 
by the Commission at the same meeting at which it is 
proposed, and no final action shall be taken on any 
amendment in less than seven days after its proposal. 
The Commission shall furnish a 'copy of the proposed 
amendments to anyone requesting the same and shall 
allow him an opportunity to be heard if he so desires. 



Civil Service Act 



La^ s of 1907, Chapter 117. S. B. No. 26, by Senator Booth. 

AN ACT IN RELATION TO CIVIL SERVICE IN STATE INSTITU- 
TIONS AND MUNICIPALITIES 

Be it Enacted by the General Assembly of the State of Colorado: 

Section 1. As soon as this act shall go into effect, the Governor 
shall appoint three persons as Civil Service Commissioners, to serve 
for six years, four years and two years, respectively, from the date 
of their appointment, and until their successors are appointed and 
qualified. Every alternate year thereafter the Governor, with the 
consent of the Senate, shall appoint one person, as the successor of 
the Commissioner whose term shall expire, to serve for the term 
of six years from the date of appointment and until a successor 
is appointed and qualified. Any vacancy shall be filled for the un- 
'expired term by appointment by the Governor. At no time shall 
more than two Commissioners be adherents cf the same political 
party. 

The Governor may remove any Commissioner appointed under 
this act for incompetency, inefficiency, neglect or violation of its 
provisions, or of the rules in force hereunder, after first specifying 
in writing the cause of removal. 

Section 2. The Commissioners shall serve without compensation, 
but shall be paid their traveling and other necessary expenses actually 
incurred in the discharge of their official duties. They may appoint 
one of their number president. 

Section '3. They may appoint a secretary who shall also be 
chief examiner, who shall superintend under their direction any 
examination under this act, and perform such other duties as tney 
may prescribe. The secretary shall be paid a salary not to exceed 
eighteen hundred dollars a year, and his necessary traveling ex- 
penses actually incurred in the discharge of his official duties. They 
may also employ such other clerical assistance Us may be necessary 
to carry out the provisions of this act. 

Section 4. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or 
more persons in the service of the state, or of any municipality 
affected by this act, with the conser.t of the head of the depart- 
ment or office in which said person is employed, who shall act 
as assistants to the Commissioners in any examination held under 
this act. All officers of the state or of any municipality affected 
by this act, shall assist the Commission in carrying out the pro- 
visions of this act. 

Section 5. It shall be the duty of the Commission to investigate 
all alleged breaches of this act, and of its rules, and in the course 
of such investigation they, or any of them, or the secretary, may 
subpoena witnesses, administer oaths, compel the testimony of wit- 
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nesses and the production of books, papers and records relevant to 
such Inquiry, and it shall be the duty of any person so subpoenaed to 
appear and testify, and to produce such books, papers and records as 
are called for in such subpoena. The same compensation shall be al- 
lowed for the attendance of witnesses service of papers by 
officers, as ia allowed by law in the district courts for the respective 
coilnties in which such investigations shall be held, and the Commis- 
sion shall certify such amounts to the Auditor of the State for pay- 
ment from the fund which shall be appropriatea for the purpose of 
carrying this act into effect. 

Section 6. The Secretary of State shall provide the necessary 
printing, stationery and postage, and a suitable and properly fur- 
nished office in the State Capitol for the Commission. On the request 
of the Commission, the custodians of public buildings of the state, 
and of the municipalities affected by this act, shall make suitable 
provision for the work of the Commisoion. 

Section 7. The Commission shall keep records of its proceedings, 
and of all examinations made by it, or under its authority. All 
records and documents flled with the Commission shall be preserved 
as public records and open to public inspection. 

The Commission shall on or before the 15th day of November 
preceding each regular session of the General Assembly, make a re- 
port to the Governor of its work during the two preceding years, in- 
cluding any rules adopted under the provisions of this act, and any 
sugestions for legislation to carry out its purposes, or to improve 
the public service. This report shall be printed and distributed as 
a public document. 

Section 8. The Commission shall make and enforce rules to 
carry out the purposes, of this act, and may alter or rescind them. 
All rules and all changes and rescissions thereof shall be approved 
by the Governor, and forthwith printed by the Commission for dis- 
tribution, and one copy thereof sent to each officer, or board of 
officers, having the right to appoint or employ any person in the 
public service under this act. If the Governor does not act on a rule 
or change in a rule within ten days after submission, then such 
rule or change shall become effective as though approved. The rules 
shall be printed in one or more newspapers published at the State 
Capitol [state capital], and in any such publication a date shall be 
specified not less than ten days subsequent to the date of the publi- 
cation, when such rules or changes shall go into operation. 

Section 9. The rules shall not be inconsistent with law, may be 
of general or limited application and, among other things, ^hall pro- 
vide, as nearly as the conditions of good administration will war- 
rant, as follows: 

First, For the classification of the olnces, positions and em- 
ployments to be filled. 

Second, For open and competitive examinations to test the 
practicable fitness of applicants. 

Third, For appointment to positions requiring technical, pro- 
fessional or scientific knowledge or training, by non-competitive ex- 
amination when necessary. 

Fourth, For lists of eligibles based upon such examinations, 
from which all vacancies shall be filled, and for requisition and cer- 
tification. 

Fifth, For periods of probation before appointment or employ- 
ment is made permanent, during which probationers shall not be 
discharged without consent of the Commission. 

Sixth, For provisional, temporary and emergency appointments, 
and employments; for transfers, re-appointments and re-instatem'ents. 
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Seventh, For increase of compensation, and promotion by sue- ' 
cessive grades upon ascertained merit, seniority In service and com- 
petitive examination. "When practicable, vacancies shall be filled bj' 
promotion. 

Eighth, For suspension, reduction in grade or compensation, 
and discharge. 

Ninth, For the registration and appointment of laborers, 
skilled and unskilled, according to priority of application and rat- 
ing. The rating need not relate to more than capacity to labor, 
habits of industry, sobriety and honesty. 

Tenth, For non-competitive examinations when appropriate com- 
petitive examinations do not furnish an appropriate list of eligibles. 

Section 10. Except as specified in section 11, the classified serv- 
ice under this act shall include all employes of the Oivil Service 
Commission, and all appointive officers and employes in state institu- 
tions, and in cities of the^ first and second clkss, whether organized 
under general law or special charter, whenever any such cities shall 
adopt this act as hereinafter provided. The city and county of 
Denver and any city organized under article XX of the Constitution 
may avail Itself of the provisions of this act. 

All persons occupying positions in the classified service when this 
act takes effect shall retain their positions until removed therefrom 
under its provisions. 

Section 11. All boards or commissions appointed by the Gov- 
ernor, and one employe of each of them, except of the Civil Service 
Commission; all ofllcers and employes in educational institutions 
not reformatory or charitable in character; in municipalities, one 
employe of each elective offlper, the corporation counsel and his pro- 
fessional assistants, shall form the unclassified service, and shall 
not be affected by this act. 

Section 12. Every applicant for examination, except unskilled 
laborers, shall pay the State Treasurer the sum of one dollar, to be 
placed to the credit of the Commission, in ea. special fund for the 
purpose of defraying so far as possible, the expenses to be incurred 
hereunder, and no one shall be examined until he or she exhibits 
the Treasurer's receipt therefor. 

Section 13. All examinations shall be absolutely impartial, prac- 
tical in their character, and with paramount regard to matters 
which will fairly test the relative capacity and fitness of the per- 
sons examined for the service which they seek to enter. 

No statement in any application, recommendation, or question 
in any examination shall relate to political or religious opinions or 
affiliations, and no appointment or selection to office, or employment 
within the scope of this act, shall be in any manner affected or in- 
fluenced by such opinions or affiliations. 

The Commission may refuse to examine, or after examination, 
to certify, an applicant who is found to lack any preliminary re- 
quirement, established by rule, for the examination or position for 
which he applies; or who is found physically unfit to perform the 
duties attaching to said position, or who is addicted to the habitual 
use of Intoxicating beverages to excess; or who has been guilty of a 
crime or of Infamous or notoriously disgrraceful conduct; or who has 
within two years been dismissed from the public service for delin- 
quency or misconduct; or who has intentionally made a false state- 
ment of any material fact, or practiced or attempted to practice any 
deception or fraud in his application, or in his examination, or in 
securing his eligibility or appointment. 

Section 14. No person shall wilfully or corruptly, by himself or 
in co-operation with one or more persons, defeat, deceive or obstruct • 
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any person in respect to his or her right of examination,, or falsely 
mack, grade, estimate or report upon the examination or proper 
standing of any person examined hereunder, or aid in so doing, or 
make any false representation concerning the same, or concerning 
the person examined, or furnish to any person any special or 
secret information for the purpose of either improving or injuring 
the prospects or chances of any persons so examined, or to be ex- 
amined; or impersonate another person, or permit or aid, another 
person to impersonate him in any application, examination or regis- 
tration. 

Section 15. Whenever there is an appointment to be made In 
the classified service under this act, the appointing officer or power 
shall make requisition upon the Commission for the name of an elig- 
ible person, specifying the nature of the position to be filled, and 
upon receipt of such requisition, the Commission shall certify the 
name of the person standing highest upon the most appropriate 
list; and the person so certified shall be appointed. In case the 
requisition, or any law or regulation, shall designate sex, only that 
sex shall be certified; otherwise, sex shall be disregarded. 

Section 16. Discharges from the classified service, or reduction in 
grade or compensation, or both, may be made for any cause not 
political or religious, which may promote the efficiency of the service, 
but such cause shall be specifically stated in writing by the authority 
making the discharge or reduction; and the person to be discharged 
or reduced shall be furnished a copy of the specifications, and be 
allowed a reasonable time to file an answer thereto. A copy of the 
order of discharge or reduction, the specification and answer shall 
be made <a part of the record of the division of the civil service in 
which the discharge or reduction Is made, and copies of these papers 
shall be filed by the said authority with the Commission immediately 
on being issued or received. 

Section 17. No person in the public service shall, for that rea- 
son, be under any obligation to contribute to any political fund, 
or to render any political service, and shall not be removed or other- 
wise prejudiced for refusal to do so. 

No officer or employe of the state, or of any municipality, shall 
discharge, promote, degrade, or in any manner change the official 
rank or compensation of any other officer or employe, or promise or 
threaten to do so, for giving or withholding, or neglecting to make 
any contribution of money or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 

Section 18. No person while holding any public office or em- 
ployment in the service of the state, or of any municipality, or in 
nomination for, or while seeking a nomination or appointment for 
any office, shall corruptly use, or promise to use either directly or 
indirectly, any official authority or influence, whether then possessed, 
or anticipated, in the way of conferring upon any person, or in order 
to secure or aid any person In securing any office or public em- 
ployment, or any nomination, confirmation, promotion or increase of 
salary, or to interfere with any election, upon the consideration or 
condition that the vote or political infiuence, or the action of the last 
named person, or any other, shall be given or used in behalf of any 
candidate, officer or party, or upon any other corrupt condition or 
consideration. 

Section 19. The Commission shall maintain in its office as a 

public record a complete roster of all persons In the Civil Service 

affected by this act. The roster shall show in connection with each 

name the date of apoplntment, employment, promotion, reduction or 

• reinstatement, the compensation, title of the position and the nature 
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of the duties thereof and the date and causes of any termination 
of such employ,ment. 

Section 20. All officers, boards and commissioners of the state 
and of any municipality afTected by this act shall furnish all reason- 
able information upon request for said roster, and report imme- 
diately to the Commission every change occurring in any office, posi- 
tion or employment covered by this act. 

Section 21. The Commission shall certify to all auditing officers 
or boards affected by this act the name of every person in the classi- 
fied service for whom it is the duty of such auditing officers or boards 
to issue a warrant, stating in each case the character and date of 
commencement of Service, compensation and any change in such 
service. No auditing officer or board as aforesaid shall issue a war- 
rant for the payment of any compensation to any person in the 
classified service not so certified. Any payments contrary to the pro- 
visions of this act, and of the rules hereunder, may be recovered 
from any officer or member of a board signing or countersigning 
warrants therefor or from the sureties on the official bond of such 
person or persons, in an action brought by the state, or any munici- 
pality affected by this act, or by any tax payer for the use of the 
same. 

Section 22. Any person occupying any position in the service 
of the state, or of any municipality affected by this act, who shall 
violate any of the provisions of this act or the rules hereunder, 
shall be discharged from such position and shall be ineligible to re- 
instatement therein, or appointment to any other branch of the 
public service ifor two years thereafter. 

Section 23. Whoever makes an appointment to office or selects 
a person for employment, contrary to, or wilfully refuses or other- 
wise neglects to comply with the provisions of this act or of any 
rule hereunder shall be deemed guilty of a misdemeanor and for 
each and every offense, shall, upon conviction, be punished by a fine 
of not less than one hundred dollars nor more tnan fifteen hundred 
dollars, or by imprisonment for a term not less than one month, nor 
more than one year, or by both fine and imprisonment. 

Section 24. Any city of the first or second class, whether or- 
ganized under general law or special charter, may adopt the pro- 
visions of this act in the manner following: 

The council may and upon the petition of bona fide residents 
in number not less than 15 per cent, of the last preceding vote for 
mayor, shall, submit the question of adopting the provisions of this 
act, to a vote of the qualified electors at the next general election for 
municipal officers, or at a special election which the council may call 
for such purpose. The signatures to such petition shall be acknowl- 
edged before a notary public, and need not all be on one paper. 
The election shall be called and held, and the vote counted and 
canvassed, and the result determined and certified, in all respects 
as nearly as may be in accordance with the provisions of law now 
governing the election 'Of municipal officers in said city. The elec- 
tion notice shall siate that the purpose of the election Is to ascer- 
tain w.iether or not the city will adopt the provisions of this act, 
and that the election is held thereunder. All persons voting on the 
question submitted at such election shall vote by separate ballot 
prepared substantially in the manner and form in which official bal- 
lots are prepared for the election of municipal officers in said city, 
and shall have printed thereon the words "For the merit system" 
and "Against the merit system," and the voter shall designate his 
choice by placing a cross (X) opposite the proposition of his choice, 
in the manner now provided by law for voting upon amendments to 
the Constitution of the state of Colorado. The ballots shall be de- 
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posited in a separate ballot box in each pollingr place provided by 
the city for that purpose. If upon the official determination of the 
result of such election, it appear that a majority of all the votes 
cast are in favor of the adoption of the provisions of this act, then 
this act and all rules made thereunder shall immediately thereafter 
b© in full force and effect in said city, and the clerk of the city 
shall immediately certify the result of said election to the Civil 
Service Commission. 

Section 25. All acts and parts of acts inconsistent with the pro- 
visions of this act, are hereby repealed. 

Approved March 30, 1907. 



AMENDMENTS 

To the Civil Service Act of 1907 Initiated bv Petition and 
Adopted by the People on November 5, 1912. 

AN ACT 

TO AMEND AN ACT ENTITLED "AN ACT IN RELATION TO 
CIVIL SERVICE IN STATE INSTITUTIONS AND MUNICI- 
PALITIES," APPROVED MARCH 3^ 1907, SO THAT THE 
TITLE WILL READ: "AN ACT REX.ATING TO CIVIL SETRV- 
ICE," AND TO AMEND SECTIONS 3, 10, 17 AND 21, AND 
TO REPEAL SECTION 11 OF SAID ACT. 

Be it Enacted by the People of the State of Colorado: 

Section 1. That the title of an Act entitled, "An Act in Rela- 
tion to Civil Service in State Institutions and Municipalities," ap- 
proved March 30, 1907,- be, and the same is hereby amended so as 
to read as follows: 

"AN ACT RELATING TO CIVIL SERVICE." 

Sec. 2. That Section 3 of said Act, approved March 30, 1907, be, 
and the same is hereby amended to read as follows: 

"Sec. 3. The employees of the Commission shall be a secretary 
and chief examiner and such examiners, stenographers and other 
assistants as the Commission may deem necessary. The secretary 
and chief examiner, shall be paid a salary of two thousand four 
hundred dollars ($2,400) per annum. The compensation of other em- 
ployees shall be fixed by the Commission. 

"There is hereby appropriated annually from the general reve- 
nues of the State, as a continuing annual appropriation, the sum of 
two thousand four hundred ($2,400) dollars to pay said salary, and 
the further sum of three thousand four hundred dollars (13,400) per 
annum for the salaries of additional employees, and for traveling, 
incidental and contingent expenses of the members and employees of 
said Commission. The salaries shall be paid at the end of each 
month iipon certificate made by the Commission to the Auditor of 
State, who shall draw his warrant upon the State Treasurer, and 
other sums shall be paid upon proper audit and certification by the 
State Auditing Board." 

Sec. 3. That Section 10 of said Act be, and the same is hereby 
amended to read as follows: 

"Sec. 10. All appointive officers and employees in the Civil 
Service of the State and of all State Institutions shall be included 
in the classified service, except Judges of courts of record, members 
of boards or commissions appointed by the Governor, the Governor's 
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private secretary, appointees to fill vacancies in elective offices, one 
deputy of each elective officer, officers and instructors in the public 
schools and in educational institutions not reformatory or charitable 
in character, the professional assistants of the Attorney General, the 
President pro tempore of the Senate, the Speaker of the House of 
Representatives, and all appointive officers and employees in cities 
of the first and second class, whether organized under general law 
or special charter, whenever any such cities shall adopt this Act as 
hereinafter provided, except one employee of each elective officer, 
and the corporation counsel and his professional assistants. The 
City and County of Denver and any city organized under Article XX 
of the Constitution may avail itself of -the provisions of this Act. 

"Except as otherwise provided in the Constitution, all appoint- 
ments to positions in the classified service shall be without reference 
to the Senate, and for good behavior." 

Sec. 4. That Section 11 of said Act be, and the same Is hereby 
repealed. 

Sec. 5. That Section 17 of said Act be, and the same is hereby 
amended to read as follows: 

"No officer or employee of the State, or of any municipality, 
shall discharge, promote, degrade, or in any manner change the 
official rank or compensation of any other officer or employee, or 
promise or threaten to do so, for giving or withholding, or neglecting 
to make any contribution of money or other valuable thing, for any 
political purpose, or for any political reason whatsoever. 

"No person in the public service shall, directly or indirectly, 
solicit or receive, or be In any manner concerned in soliciting or 
receiving, any assessment, subscription or contribution, whether 
voluntary or Involuntary, for any political purpose whatever, or to 
secure the nomination or election of any person, from any individual 
or corporation; and no person shall, directly or indirectly, solicit, or 
be in any manner concerned In soliciting any assessment, subscrip- 
tion or contribution, whether voluntary or involuntary, for any po- 
litical service whatsoever, or to secure the nomination or election of 
any person, from any officer or employee in the classified service. 

"No person in the public service shall use his official authority 
or influence for the purpose of Interfering with an election or affect- 
ing the result thereof. No person in the classified service shall take 
part in political management or political campaigns further than to 
vote as he pleases, and to express his opinion on political subjects." 

Sec. 6. That Section 21 of said Act be, and the same is hereby 
amended to read as follows: 

"Sec. 21. The Commission shall certify monthly to the appro- 
priate auditing officer or board the name of and amount due every 
person in the classified service whose appointment Is In conformity 
with law. Without such certificate no warrant shall be Issued or 
payment made to any one In said service. Four times the amount 
of any payment contrary to the provisions of this Act, or of the 
rules hereunder, may be recovered from any member of a board or 
officer signing or countersigning any warrant therefor or paying 
any such warrant, or from the sureties on the official bond of such 
officer or member, or from the officer and his said sureties, in an 
action brought by the State or any municipality affected, or by any 
tax-payer. The amount of such Judgment shall be paid to the State 
or municipality affected, except where the suit is brought by a tax- 
payer, in which event one-half of the judgment shall be paid to the 
tax-payer." 
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NOTE— Except where fixed by statute, the salaries in the various institutions 
are subject to change. 

SCHEDULE 

Of Officers and Employees in State Institutions Affected by 

the Act in Relation to Civil Service. 

COLORADO STATE PENITENTIARY. 

CANON CITY. 

Salary 

Per Month Per Year 

1 Warden $ 208.33 $2,500 

1 Deputy Warden 125.00 1,500 

1 Chief Clerk 125.00 1,500 

1 Physician 100.00 1,200 

1 Chaplain 83.33 1,000 

1 Mail Clerk 85.00 1,020 

1 Matron .' 75.00 900 

1 Night Matron 50.00 600 

1 Stenographer 75.00 900 

1 Captain of Guards 100.00 1,200 

1 Night Captain 100.00 1,200 

1 Lieutenant of Guards 100.00 1,200 

1 Assistant Night Captain. 75.00 900 

1 Bookkeeper 90.00 1,OSO 

6 Cell-House Keepers, each 75-. 00 SOO 

4 Night Cell-House Keepers 75.00 900 

6 Night Guards 70.00 840 

2 Horse Guards, each -65.00 780 

15 Guards, each 60.00 720 

2 Gate-Keepers, each 70.00 840 

1 Turnkey 70.00 840 

1 Overseer 70.00 840 

1 Midway Overseer 70.00 840 

1 Overseer Tailor Shop 80.00 960 

1 Overseer Blacksmith Shop 85.00 1,020 

1 Farm Overseer 70.00 840 

2 Farm Overseers, each 60.00 720 

1 Overseer of Gardens 70.00 840 

1 Overseer of Lime-Kilns 70.00 840 

1 Overseer of Wash-House 70.00 840 

1 Overseer of Quarry 70.00 ' 840 

1 Overseer of Spall Gang 70.00 840 
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2 Overseers of Cement Work, each 70.00 840 

1 Overseer of Street Gang 70.00 840 

1 Road Overseer 100.00 1,200 

1 Overseer Carpenter Shop 105.00 1,260 

4 Road Overseers, each 75.00 900 

1 Steward 100.00 1,200 

1 Hospital Steward 85.00 1,020 

1 Hospital Cell-House Keeper 60.00 720 

1 Engineer 100.00 1,200 

1 Barn Superintendent 80.00 960 

1 Chauffeur 85.00 1,020 

Full maintenance in case of Warden and Matrons; partial maintenance in 
case of Deputy Warden and Hospital Steward. While in camp, farm and road 
Overseers receive maintenance. 

COLORADO STATE REFORMATORY. 

BUENA VISTA. 

—Salary— 

Per Month Per Year 

1 Warden ?208.33 |2,500 

1 Deputy Warden 100.00 1,200 

1 Clerk 85.00 1,020 

1 Steward 75.00 900 

I School-Teacher 60.00 720 

1 Chaplain 33.33 400 

1 Engineer 75.00 900 

1 Tailor 65.00 780 

1 Carpenter 70.00 840 

II Guards 60.00 720 

fMinimum 50.00 600 

1 Maximum 75.00 900 

1 Chauffeur (Guard and Veterinary) 65.00 780 

Full maintenance at the institution, with the exception of the Physician and 
Chaplain. 

PENITENTIARY AND REFORMATORY. 

—Salary— 

Per Month Per Year 

1 State Parole Officer $100.00 $1, 200 

Traveling expenses allowed. No maintenance. 



1 Physician 
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1 Teacher Band, Acting Commander Company 70.00 840 

1 Manager Dinlng-Room (male) 50.00 604 

1 Principal of Schools 50.00 600 

1 Teacher (male). Commander Company E 70.00 840 

1 Laundryman, Commander Company D 70.00 840 

1 Relief Officer (female) 25.00 300 

1 Teacher * 50.00 wo 

1 Carpenter 60.00 TOO 

1 Painter 2.50 per day 

1 Teacher and Pianist and Cottage Matron 45.00 540 

1 Cook (male) 50.00 600 

1 Captain Night Watchmen 40.00 480 

1 Night Watchman 35.00 420 

3 Night Watchmen, each 1.00 per day 365 

1 Irrigator, with charge of team 35.00' 420 

1 Matron, Main Building and Chapel 25.00 300 

4 Cottage Matrons, each 10.00 120 

1 Denver Parole Officer 25.00 300 

1 Colorado Springs Parole Officer 10. 00 120 

1 Pueblo Parole Officer. 10.00 120 

Pull maintenance at the institution, with the exception of the Physician and 
Parole Officers. 

STATE INDUSTRIAL SCHOOL FOR GIRLS. 

MORRISON. 

Salary 

Per Month Per Year 

1 Superintendent $ 100.00 $1,200 

1 Assistant Superintendent 60 720 

1 Bookkeeper (male) 50.00 6W 

1 Farm Foreman 70.00 840 

1 Farmer 60.00 720 

4 Matrons, each 40.00 480 

1 Head Teacher 40.00 480 

1 Primary Teacher 35.00 420 

1 Sewing Teacher 35.00 420 

1 Relief Matron and Sewing Teacher 35.00 420 

2 Kitchen Matrons, each 30.00 360 

2 Assistant Matrons, each 30.00 360 

1 Nurse 35.00 420 

1 Teacher Domestic Science 35.00 420 

1 Dressmaker 40.00 480 

1 Office Clerk 36.00 420 

2 Assistant Matrons, each 30.00 360 

Full maintenance at the institution. 
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STATE HOME FOR DEPENDENT AND NEGLECTED 

CHILDREN. 



DENVER. 



Salary 

Per Month Per Teai 



1 Superintendent %l(XM 12.000 

1 State Agent (male) 85.00 1,020 

1 State Agent and Assistant Superintendent (female) 60.00 720 

1 Stenographer and Bookkeeper (female) 45.00 540 

1 Engineer 65.00 780 

1 Engineer, night 50.00 600 

1 Seamstress 26.00 3U0 

1 Seamstress, Assistant 25.00 300 

1 Nurse 30.00 360 

1 Nurse, Special 25.00 300 

1 Teacher Domestic Science 36.00 420 

1 Boys' Supervisor 35.00 420 

1 Girls' Supervisor 35.00 420 

2 Matrons, each 30.00 360 

7 Matrons, each 25.00 300 

3 Assistant and Relief Matrons, each 20.00 240 

1 Cook 36.00 420 

1 Assistant Cook 25.00 300 

1 Dairyman 40.00 4*0 

1 Janitor 25.00 300 

2 Laundresses, each 30.00 360 

1 Domestic 16.00 1«0 

1 Dining-Room Manager 20.00 240 

Full maintenance at the institution, with the exception of the State Agent, 
who is allowed traveling expenses. 

STATE HOME AND TRAINING SCHOOL FOR MENTAL 

DEFECTIVES. 

RIDGE. 

—Salary— 
Per Month Per Year 

1 Superintendent 1250.00 |3,000 

1 Matron (Assistant Superintendent) 150.00 1,800 

1 Matron 50.00 600 

1 Steward 100.00 1,200 

1 Teacher 40.00 480 

1 Engineer 80.00 960 
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1 Assistant Engrineer 60.00 73SO 

1 Janitor '. 30.00 360 

1 Domestic 15.00 180 

1 Cook , 40.00 4S0 

2 Assistant Cooks, each 25.00 300 

1 Farmer 65.00 780 

1 Laundryman 65.00 780 

1 Laundress 25.00 300 

1 Head Nurse 30.00 360 

4 Nurses, each 30.00 360 

2 Nurses, each 25.00 300 

1 Seamstress 1.00 per day 

Full maintenance at the Institution. 

SOLDIERS' AND SAILORS' HOME. 

MONTE VISTA. 

Salary 



Per Month Per Year 

1 Commander 1126.00 |1,600 

1 Adjutant and Bookkeeper 100.00 1,200 

1 Day Nurse (male) 40.00 480 

1 Quartermaster and Commissary 40.00 480 

1 Night Nurse (male) 40.00 480 

1 Engineer 75.00 SWO 

1 Hospital- Steward 60.00 720 

1 Physician 75.00 903 

1 Chaplain 20.00 :S40 

1 Gardener and Florist 70.00 840 

2 Nurses, each 40.00 • 480 

1 Teamster ^ *. 35.00 420 

1 Cook (male) 40.00 480 

1 Woman Cook 40.00 480 

1 Cook, Assistant 15.00 180 

Full maintenance at the institution, with the exception of the Physician and 
Chaplain. 

COLORADO INDUSTRIAL WORK SHOP FOR THE BLIND. 

DENVER. 

—Salary— 

Per Month Per Year 

1 Superintendent 190.00 |1,080 

1 Accountant 10.00 120 
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NOTB— Except where fixed by statute, the salaries in the various depart- 
ments are subject to change. 
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Of OflScers and Employees in the State Civil Service brought into 
the classified list bj the Amendments of 1912 to 

the Civil Service Act. 

GOVERNOR'S OFFICE. Salary Per Year 

Clerk : 11,200 

Stenogrrapher 1, 20O 

Messenger 1,200 

SECRETARY OF STATE. salary Per Year 

Chief Clerk $1,800 

Bookkeeper 1,800 

Index Clerk T.. 1,800 

Chief Brand Clerk 1,800 

Chief Clerk Flat Tax Department 1,500 

3 Clerks Blat Tax Department, each 1,200 

12 Clerical Assistants, each 1,200 

Clerk and Cashier 1,500 

1 Messengrer and Assistant Clerk 900 

Deputy Labor Commissioner 2,500 

Statistician 1,500 

6 stenographers, each 1, 200 

1 Utility Clerk 1,500 

2 Superintendents Free Employment Bureau, Denver, each 1,500 

2 Assistant Superintendents, each .* 1, 200 

Superintendent Free Employment Bureau, Colorado Springs 1,500 

Assistant Superintendent 1,200 

Superintendent Free Employment Bureau, Pueblo 1,500 

^, ^ Inspector Private Employment Bureau 

Assistant Superintendent 1|200 

Clerk Factory Inspection 1,200 

Commissioner Public Printingr • 2,500 

AUDITOR OF STATE. salary Per Year 

Bookkeeper » $1, 800 

Assistant Bookkeeper I|500 

Warrant Clerk 1»200 

Clerk and Stenographer 1, 200 

File and Counter Clerk 1, 200 

Deputy Inspector, Building and Loan Associations 2,000 
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PUBLIC EXAMINER. 

Salary Per Year 

Public Examiner .'. 3,000 

6 Deputy Public Examiners 1,800 

6 Deputy Public Examiners, Assistants 1,200 

Stenographer 1, 200 

Clerk 1,200 

STATE TREASURER. 

Salary Per Year 

Bookkeeper ^,800 

Clerk * 1,500 

Regrlstry Clerk 1,200 

Inheritance Tax Clerk 1,800 

Stenographer 1, 200 

License Clerk 1,500 

5 License Inspectors, each 1,500 

ATTORNEY GENERAL. 

Salary Per Year 

3 Stenographers, each $1, 200 

1 Inheritance Tax Appraiser, District 1 2,400 

2 Inheritance Tax Appraisers, Districts 2 and 3, each 1,800 

SUPERINTENDENT OF PUBLIC INSTRUCTION. 

Salary Per Year 

2 Stenographers, each $1, 200 

Assistant State Librarian 1, 000 

Clerk 1,200 

Teacher of Adult Blind 1,000 

STATE ENGINEER. 

Salary Per Year 

State Engineer » 13. 000 

2 Deputies, each Per Day 6 

Draughtsman 1,500 

Chief Hydrographer 1, 800 

6 Hydrogrraphers, each 1,500 

2 Stenographers, each 1,200 

Clerk 1.200 

Pile Clerk 1,200 

5 Irrigation Division Engineers, each 1,500 
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INSPECTOR OF COAL MINES. 

Salary Per Year 

Inspector $2,600 

3 Deputy Inspectors, each 2,000 

Clerk of Inspector of Coal Mines and Boilers 1.200 

STATE BOARD OF LAND COMMISSIONERS. 

Salary Per Year 

Deputy Register $1,800 

Chief Clerk and Attorney ' 2,100 

Mineral Superintendent 2,000 

3 Appraisers, each .* 1, 500 

Timber Warden 1,600 

Collection Clerk 1,200 

Efxtra Clerk and Appraiser *1,500 

IL«ease Clerk 1,200 

Mailing Clerk 1,200 

Record Clerk ; 1,200 

Indemnity Clerk 1,500 

Plat Clerk 1,200 

Assignable Clerk ." 1,200 

3 Stenographers, each 1, 200 

BUREAU OF MINES. 

Salary Per Tear 

Commissioner of Mines $2,500 

. 4 Mine Inspectors 1, 800 

Clerk and Assistant Curator 1,600 

Stenographer 1, 200 

BOILER INSPECTOR. 

Salary Per Year 

Boiler Inspector $2,500 

2 Deputy Boiler Inspectors, each 1,800 

Clerk 1,000 

STATE BOARD OF CHARITIES AND CORRECTIONS. 

Salary Per Tear 

Secretary $2,500 

Assistant Secretary 1,200 

Stenographer 1,200 

Clerk to State Board of Pardons 1,200 

Stenographer State Board of Pardons 1,200 
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BANK COMMISSIONER. 

Salary Per Year 

Bank Commissioner $3, 600 

Deputy Bank Commissioner 2, 400 

Clerk 1,000 

Stenographer 1,000 



GAME AND FISH COMMISSIONER. 

Salary Per Year 

Game and Fish Commissioner $2,000 

Deputy Game and Fish Commissioner 1,500 

State Superintendent of Hatcheries 1, 500 

10 Superintendents of Hatcheries, each 1,200 

Clerk and Stenographer 1, 200 

5 Wardens of Districts, each 1,200 

17 Deputy Game Wardens, each : 1,200 

4 Fish Men, each 900 

1 Fish Man 720 

1 Fish Woman *. " 600 



STATE BOARD OF HEALTH. 

Salary Per Yeai 

Bacteriologrlst $1,200 

Clerk Vital Statistics 1,000 

Clerk and Stenographer 1, 200 

File Clerk 1,006 

Inspector Lying-in Hospitals 1,500 

Medical Inspector 900 

Pure Food Commissioner 2, BOO 

Drug Inspector 1,500 

4 Food Inspectors 1, 200 

Chemist 2,000 

Clerk 1,000 

Stenographer ...'. 1, 200 



I 
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INSURANCE COMMISSIONER. 

Salary Per Year 

Commissioner $3,000 

Deputy Commissioner 2,100 

Actuary 2,400 

Stenogrrapher and Assistant Actuary 1,500 

Kxaminers, as needed, each 1,500 

License Examiner 1, 500 

Filing Clerk and Stenographer ^. 1,200 

Clerk (when needed) 1,200 

HTATE HISTORICAL AND NATURAL HISTORY SOCIETY. 

Salary Per Year 

Curator $1,600 

Museum Assistant ..< 1,200 

File Clerk ....' 900 

STATE BOARD OF HORTICULTURE. 

Salary Per Year 

Secretary $1,000 

Stenographer 1,000 

STATE ENTOMOLOGIST. 

Salary Per Year 

Deputy State Entomologist ($4.00 per diem) $1,200 

Deputy Pest Inspector ($4.00 per diem) 600 

Stenographer 180 

Deputy Apiary Inspector 

STATE BUREAU OF CHILD AND ANIMAL PROTECTION. 

Salary Per Year 

Secretary $1,800 

Clerk and Stenographer 1,200 

3 State Officers, each 1,200 

STATE DAIRY COMMISSIONER. 

Salary Per Year 

Dairy Commissioner $2,000 

Deputy Dairy Commissioner 1,500 

Clerk 1,200 

3 Deputies, as needed, each, per month 100 
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STATE BOARD OF STOCK INSPECTION. 

Salary Per Year 

Secretary $1,500 

State Veterinary Surgeon 1,500 

Stenographer 900 

Clerk 625 

14 Brand and Sanitary Inspectors, each 1, 200 

1 Inspector 525 



• 



MEAT AND SLAUGHTER PLANT INSPECTOR. 

Salary Per Year 

State Veterinarian, Chief Inspector I 500 

Meat Inspector 1,200 

RAILROAD COMMISSION. 

Salary Per Year 

Assistant Secretary $2, 500 

Clei*k and Stenographer 1, 200 

STATE HIGHWAY COMMISSION. 

Salary Per Year 

Secretary and Engineer $2^500 

Stenographer 900 

STATE BOARD OF IMMIGRATION. 

Salary Per Year 

Commissioner 13,600 

Mining Publicity Representative 1,500 

Record Clerk 1,200 

Stenographer 1,200 

Bookkeeper and Messenger 800 

STATE GEOLOGICAL SURVEY. 

Salary Per Year 

State Geologist I 720 

Secretary 900 

OIL INSPECTOR. 

Salary Per Year 

State Inspector of Oils $1,600 

2 Deputy Oil Inspectors 



• • • • 
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JUDICIAL DEPARTMENT. 

SUPREME COURT. 

Salary Per Year 

1st Deputy Clerk $3,600 

2nd Deputy Clerk 2.500 

Librarian Supreme Court 1,B00 

Supreme Court Reporter 3,000 

2 Bailiffs, each 1,500 

7 Stenographers, each 1,200 

State Board of Law Examiners' Expenses, including Salaries 750 

COURT OP APPEALS. 

Supreme Court Reporter (as Reporter Court of Appeals) additional 1,000 

Deputy Clerk 3, 000 

Bailiff 1,500 

5 Stenographers, each 1, 200 

• CIVIL SERVICE COMMISSION. 

Salary Per Year 

Secretary and Chief EiXaminer $2,400 

Kxamlners 

Stenographers i Compensation fixed by Commission 

Assistants 



CENSUS BUREAU. 

Salary Per Year 

Commissioner (Not over 9 months) per month $ 250 

Assistant Commissioner (Not over 9 months) per month 150 

^ 10 Computers and Copyists (Not over 9 months), each, per month 75 

COLORADO STATE TAX COMMISSION. 

Salary Per Year 

Secretary $2, 400 

Clerk 1, 500 

Stenographer 1, 200 

Examiners 

Experts : 

Accountants 

Other Assistants 

Salaries Fixed by the Commission 

STATE BOARD OF VETERINARY EXAMINERS. 

Salary Per Year 
Secretary 
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STATE EDUCATIONAL INSTITUTIONS. 

University of Colorado — Boulder. 

School of Mines — Golden. 

State Agricultural College — ^Fort Collins. 

School of Horticulture, Forestry and Vocational Learning — 

Grand Junction. 
School of Agriculture, Mechanic Arts and Household Arts — 

Fort Lewis. 
Colorado School for the Deaf and the Blind — Colorado Springs. 

State Normal School — Greeley. 

State Normal School — Gunnison. 

Summer Normal School — Greeley and Gunnison. 

Salary Per Year 

Clerks 

Stenogrraphers 

Engineers 

Firemen 

Janitors 

Watchmen • 

And Other Employees 

STATE BOARD OF CAPITOL MANAGERS 

Salary 
Per Year 
Secretary $2, 000 

Clerk ,... 1,206 

Engineer 1,500 

Assistant Engineer 1, 140 

2 Firemen, each 960 

Electrician 1, 200 

Supervising Architect 1,200 

Cabinet Maker I,ij80 

Custodian War Relics 1,020 

Assistant Custodian War Relics 780 

6 Watchmen, each yOO 

Watchman, Dome igO 

Guide , 900 

2 Elevator Pilots, each 720 

Elevator Pilot (Relief) 180 

Telephone Operator 900 

Head Janitor 1^080 
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14 Janitors, each 780 

Ash Hauler 360 

Foreman Grounds 1,080 

7 Laborers for Grounds (April to November), each 780 

2 Laborers for Grounds (November to April), each 780 

SENATE. Compensation 

Per Day 

Secretary 16.00 

Assistant Secretary 5.00 

Reading: Clerk 6.00 

Bill Crierk 4.00 

Docket Clerk 4.00 

Sergreant-at-Arms 5.00 

2 Assistant Serjeants-at-Arms, each 4.00 

Chaplain 3. 00 

Chief Enrolling Clerk •. 4.00 

Assistant Enrolling- Clerk 4.00 

Chief Printing Clerk 4.00 

Assistant Printing Clerk 4.00 

2 Messengers, each 3.00 

1 Doorkeeper •. 8.00 

Assistant Doorkeeper 3.00 

Janitor for Chamber 8.00 

Janitor for Committee Rooms 3.00 

Janitor for Cloak Room and Gallery 3.00 

Telephone Messenger , 3.00 

Night Watchman 4.00 

Matron for Women's Gallery 3.00 

4 Pages, £2ach 2.00 

1 CTlerk Judiciary Committee 4.00 

2 Clerks Revision Committee, each 4.00 

1 Clerk Finance Committee 4.00 

1 Jointly for Corporations and Railroads, and Banking and Insurance — 4.00 
1 Jointly for Agriculture and Irrigation, and Education and Educational 

Institutions 4. 00 

4 Assignable Clerks, each 4.00 

1 Assignable Stenographer 4.00 

1 Stenogrrapher for President of Senate 4.00 

1 Senate Reporter 5.00 

1 Assignable Clerk 4.00 

1 Clerk of Supplies of General Assembly 5.00 

2 Enrolling Clerks (Emergency 10 Days), each 4.00 
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HOUSE OF REPRESENTATIVES. 

Compensation 
Per Day 

Chief Clerk 16.00 

Assistant Clerk 6. 00 

Reading Clerk 5.00 

Bill Clerk 4.00 

Docket Clerk 4.00 

Sergeant-at-Arms 5.00 

3 Assistant Sergeants-at-Arms, each 4.00 

Chaplain 3.00 

Chief Enrolling Clerk 4.00 

Assistant Enrolling Clerk 4.00 

Chief Printing Clerk 4.00 

2 Assistant Printing Clerks, each 4.00 

2 Messengers, each . . • *. 3.00 

1 Doorkeeper 3.00 

2 Assistant Doorkeepers, each 3.00 

1 Janitor for Chamber 3.00 

1 Janitor for Committee Rooms 3.00 

1 Janitor for Cloak Room and Gallery 3.00 

1 Telephone Messenger 3.00 

1 Night Watchman 4.00 

1 Matron for Women's Gallery 3.00 

6 Pages, each 2.00 

1 Clerk Judiciary Committee 4.00 

2 Clerks Revision and Constitution Committee, each 4 . 00 

1 Clerk Finance Committee 4.00 

1 Clerk Ways and Means Committee 4.00 

1 Clerk Corporations Committee : 4.00 

1 Clerk Agriculture and Irrigation Committee 4.00 

1 Clerk Appropriations Committee 4.00 

4 Assignable Committee Clerks, each 4.00 

1 House Reporter.. 5.00 

1 Stenographer for Speaker 4.00 

1 Asslgrnable Stenographer 4.00 

1 Mall Clerk 3.00 

2 Enrolling Clerks (Emergency 30 Days), each 4.00 

2 Enrolling Clerks (Emergency 10 Days), each 4.00 
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ABSENCES— Page 

On leave, different periods 48 

Without leave, penalty 49 

AMENDMENTS TO CIVIL SERVICE ACT 60, 61 

AMENDMENT OF RULES— 

When adopted, hearing on 54 

APPLICATIONS FOR EXAMINATION OR REGISTRATION— 

Under oatii, form and contents, how made and signed 38 

Certificates required 

Time for presenting 

Defective, to be returned 

Not accepted accoimt of age limitation # 

Certificate of physical fitness 

When recorded, not retiuned 39 

Special certificates, when required 41 

APPOINTMENT— 

Of person certified, on probation 43 

Declination, effect of " 

Perform duties of 44 

AUDITING OFFICERS— 

Certificate of Commission before issuance of warrants by 50 

Penalty for non-compliance 61 

BOND IN FIDUCIARY POSITIONS— 

When may be required 41 

CERTIFICATES— 

Three with application 38 

Medical — physical fitness " 

Special, when required 41 

CERTIFICATION— 

Highest name from most appropriate list 42 

:^" Second name to complete 43 

Contents and duration of " 

Not again to county or compensation declined " 

Erroneous, may be revoked 44 

CHIEF EXAMINER— 

See Secretary 32 

CITIES OF FIRST AND SECOND CLASS— 

May adopt the act on petition at general or special election 53 

Conduct of election, notice of " 

Ballots, form of, how voted " 

Majority vote carries election " 

Clerk of city certify result " 

CIVIL SERVICE ACT— 

With the rules 31-54 

Without the rules 55-61 
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CIVIL SERVICE COMMISSION— ' Page 

Appointment — Tenns — Removal 31 

No compensation, but act\ial expenses paid " 

Appoint president " 

Secretary and chief examiner, other employes 32 

Appropriation for " 

Act as examiners " 

OfBce in state capitol, supplies for 33 

Investigate breaches of act and rules 32 

Subpoena witnesses, administer oaths " 

Keep record of proceedings and examinations 33 

Make biennial report to governor " 

Make and enforce rules " 

Maintain a roster 50 

CIVIL SERVICE RULES 3 1-54 

CLASSIFICATION— 

General provisions '. 34, 35 

Class A. Executive service 35 

" B. Clerical service " 

C. Medical service . . 

D. Custodians 36 

E. Nursing service . 

F. Teaching service . 

G. Engineers 
H. Mechanics or craftsmen 

I. Agricultural service 37 

J. Miscellaneous positions . 

K. Unskilled labor 

Omissions in 

Conmiission may further classify . . 
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CLASSIFIED SERVICE— 

- In State, in Cities 34, 35 

Exceptibns " 

CORRUPT PRACTICES FORBIDDEN— 

As to examinations 51 

As to political influence 52 

CRIMINAL OR NOTORIOUSLY DISGRACEFUL CONDUCT— 

Cause for refusal to examine or certify 39 

CUSTODIANS OF PUBLIC BUILDINGS— 

Provide for the work of Commission 33 

DECEPTION OR FRAUD— 

Cause for refusal to examine or certify ♦ 39 

DISCHARGE— 

When allowed on written specifications 49 

Time to answer < " 

Papers, a public record, copies filed " 

DISMISSAL FROM PUBLIC SERVICE— 

Cause for refusal to examine or certify .* 39 

EDUCATIONAL INSTITUTIONS— 

Not reformatory or charitable, not affected 35 

EFFICIENCY RECORDS— 

Required to be kept monthly, contents 46 

Annual report to Commission 
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ELIGIBLE LISTS— 

Percentage necessary for 42 

How made " 

When two have same average 

Period of eligibility 
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EMERGENCY APPOINTMENTS— Page 

When allowed, duration 46 

ENFORCEMENT OF ACT AND RULES— 

Duty of CommiaBloners 32 

Public officers must assist " 

EXAMINATIONS— 

Competitive, rules shall provide for 34 

Non-competitive, rules shall provide for 35 

General provisions '. 39-41 

Who may not be examined 39 . 

To whom open ** 

Nature and scope " 

Held periodically 40 

Notice of, publication " 

Competitive, where held " 

Local boards for " 

Subjects and weights " 

Marking and rating " 

Questions for " 

Written or oral " 

Medical and physical 41 

Special certificates : " 

Declaration sheet " 

Number of candidate " 

Notice of rating " 

Review of marking *' 

Change in rating " 

Not necessary on reappointment 42 

Corrupt interference with 51 

EXAMINERS— 

Commissioners may act as 32 

Persons in public service may be " 

Local boards of — appointment and duties 40 

Local boards at State Institutions — conduct non-competitive examinations 45 

FAI^E STATEMENTS-r 

Cause for refusal to examine or certify ^ 39 

FEES AND APPLICATIONS— 

Paid state treasurer 38 

General provisions 38, 39 

GENERAL PROVISIONS— 

Of the Civil Service Act not covered by special rules 51-53 

GOVERNOR— 

Appoint and remove commissioners 31 

Biennial report to .... .• 33 

Approve rules *' 

GRADES OF POSITIONS— 

Schedule of 47 

Increase of 46 

Reduction of 49 

HIGHEST NAME ON ELIGIBLE LIST— 

Must be certified for appointment 42 

INSTRUCTIONS TO APPLICANTS— 

General suggestions. Applications, Examinations, Eligible Lists, Change of Address . . 25-30 

INTOXICATING BEVERAGES, HABITUAL USE— 

Cause for refusal to examine or certify 39 

LABORERS— UNSKILLED— 

Special provisions for. Board of Registration, etc 49 
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MUNICIPALITIE&— Page 

Certain officers and employes excepted 35 

NEPOTISM— 

Forbidden 46 

NOTICE OF— 

Examinations 40 

Rating 41 

Termination of eligibility 42 

Appointment". 43 

Discharge or reduction 49 

ORGANIZATION AND POWERS OF COMMISSION— 

General provisions 31 

PENALTIES, VIOLATION OF ACT AND RULES— 

By public servants 52 

General 52, 53 

Issuing or paying warrants without certificate of Commission 50, 51 

PHYSICAL UNFITNESS— 

Cause for refusal to examine or certify 39 

POLITICAL ACTIVITY OF PUBLIC SERVANTS— 

Forbidden 52 

POLITICAL ASSESSMENTS OR SERVICE)— 

Forbidden 51, 52 

POLITICAL INFLUENCE— 

Corrupt use of 52 

POLITICAL OR RELIGIOUS OPINIONS— 

All statement forbidden 51 

Not to have influence " 

PROMOTION— 

What constitutes 46 

Vacancies filled by 

Basis of, efficiency records 

Application and examinations for 

Requisition, certification and appointment in 47 

PROVISIONAL, TEMPORARY, EMERGENCY APPOINTMENTS— 

General provisions 44—46 

PROVISIONAL APPOINTMENTS— 

When authorized 44 

Duration of " 

Persons of exceptional attainments 45 

PUBLIC BUILDINGS— 

Custodians to provide for work of Commission 33 

RECORDS OF PROCEEDINGS AND EXAMINATIONS— 

To be kept by Commission 33 

REDUCTION— 

See Discharge .• 49 

REGULATIONS— 

Applications, Examinations, Eligible Lists, Change of Address 25—30 

REINSTATEMENTS— 

When allowed 48 

Lists of separated appointees, to have preference " 

REPEALING CLAUSE 53 

REPORT TO GOVERNOR— 

Biennidl by Commission 33 

REQUISITION, CERTIFICATION AND APPOINTMENT— 

General provisions 42-44 
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REQUISITION— Page 

When made, contents 43 

ROSTER OF ALL PERSONS IN CLASSIFIED SERVICE— 

Commission shall maintain, contents of 50 

Public officer's duties as to " 

Certification to auditing officers ** 

Wurant not to issue or be paid without certificate " 

Penalty for violation 61 

RULES— 

Commission shall make, enforce, alter or repeal 33 

Governor's approval " 

Distribution and publication " 

What they shall provide 33, 34 

SCHEDULE OF OFFICERS AND EMPLOYES IN STATE INSTITUTIONS— 

Penitentiary 62, 63 

Reformatory 63 

Insane Asylimi 64, 65 

Industrial School— Boys 63, 66 

Industrial School — Girls 66 

Home — Dependent and Neglected Children 67 

Soldiers' and Sailors' Home 68 

Industrial Workshop for the Blind " 

Home and Training School for Mental Defectives 67 

SCHEDULE OF OFFICERS AND EMPLOYES IN STATE DEPARTMENTS— 

Governor , 69 

Secretary of State 

Auditor of State 

State Treasurer 70 

Attorney General 

Superintendent of Public Instruction 

State Engineer 

Inspector of Coal Mines 71 

State Board of Land Commissioners " 

Bureau of Mines . . .* 

Boiler Inspector 

State Board of Charities and Corrections 

Bank Commissioner 72 

Game and Fish Commissioner 

State Board of Health 

Public Examiner 70 

Insurance Commissioners 73 

State Historical and Natural History Society 

State Board of Horticultxu^ 

State Entomologist 

State Bureau of Child and Animal Protection 

State Dairy Commissioner 

State Board of Stock Inspection 74 

Meat and Slaughter Plant Inspector 

Railroad Commission 

State Highway Commission *. 

State Board of Immigration 

State Geological Survey 

Oil Inspector 

Judicial Department 75 

Civil Service Commission 

Census Bureau 

Colorado State Tax Commission 

State Board of Veterinary Examiners 

State Board of Capitol Managers 76 

Educational Institutions 
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SCHEDULE OF OFFICERS AND EMPLOYES OF GENERAL ASSEMBLY— Page 

Senate , 77 

House of Representatives 78 

SECRETARY AND CHIEF EXAMINER— 

Salary, traveling expenses 32 

Administer oaths,' subpoena witnesses " 

SECRETARY OF STATE— 

Furnish office and supplies 33 

STATE INSTITUTIONS— 

Maintenance in, value of 48 

In classified service 34 

Inmates assigned to duties 45 

SUSPENSION, REDUCTION AND DISCHARGE— 

General provisions 49 

SUSPENSION— 

Not exceeding thirty days 49 

TECHNICAL, PROFESSIONAL OR SCIENTIFIC POSITIONS— 

Non-competitive examinations for 34, 45 

TEMPORARY APPOINTMENTS— 

When authorized, duration, etc 45 

TRANSFERS— 

When allowed 48 

TREASURER OF STATE— 

Fee to be paid to 38 

Certificate of Commission before payment of warrants by 50 

UNCLASSIFIED SERVICE— 

Exceptions in Section 10 '34, 35 

WITNESS FEE&— 

How paid 32, 33 
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Letter of Transmittal 



To His Excellency ELIAS M. AMMONS, 

Governor of the State of Colorado, 

Sir: The Civil Service Commission presents herewith for 
y.our consideration its Fourth Biennial Report, for the biennial 
period ending November 30, 1914. 

(Signed) WILLIAM W. GRANT, Jr., 

President 
(Signed) HENRY A. HICKS, 
(Signed) FRANK McLAUGHLIN, 

Commissioners. 
Denver, Colorado, 
Capitol Building, 

November 15, 1914. 
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Grant, Jr., was appointed his successor to fill out the unexpired 
term ending June 30, 1915. 

At the expiration of the term of Mr. (Jharles K. Brock, on June 
30, 1911, Governor elohn F. Shafroth appointed Mr. Horace' N. 
Hawkins for the following six years; on February 15, 1913, Mr. 
Horace N. Hawkins resigned and your Kxcellenc^y appointed 
Mr. Henry A. Hicks to fill out the term expiring June 30, 1917. 

At the expiration of the term of Mr. Henry Van Kleeck on 
June 30, 1913, Mr. Frank McLaughlin Avas appointed by your 
Excellency for the term of six years ending June 30, 1919. 

Hence the present personnel of the Civil Service Commission 
is as follows: 

Name Term Expires 

William W. Grant, Jr., President June 3(), 1915 

Henry A. Hicks June 30, 1917 

Frank McLaughlin June 30, 1919 

PUBLIC OPINION AND THE MERIT SYSTEM 

That the civil service principle has the support of public opin- 
ion is shown by the fact that it has been adopted and proclaimed 
in all recent national and many state party platforms, has been 
adopted by nine states and is incorporated. in the charters of over 
two hundred and fifty of the largest American municipalities. 
Appointing officers, w^ho unite in its support, report it as one of 
the most important factors in the economic and efficient perform- 
ance of the public business. Only a short time ago decried as an 
impossible ideal, an impractical theory, the merit system today 
stands firmly on the basis of actual accomplishments, not only in 
other states where it is enforced but in the State of Colorado, as 
will be seen from a perusal of the pages of this Report. 

THE LAW AS AMENDED 

The most important change brought about by the Amendment 
to the Civil Service Law adopted by the people on November 5, 
1912, which Amendment became effective on January 22, 1913, 
was the inclusion in the classified service of the appointive head 
of every executive department in the state government, as well 
as all employes in the executive, judicial and legislative branches. 
This has placed at the head of every administrative department 
as well as at the head of every institution, for which competitive 
examinations have been held, a person chosen for ascertained fit- 
ness whose term is for good behavior, with the important result 
that it has brought the tenure of the heads of departments into 
harmony with that of their employes. The heads of these depart- 
ments now take an increased interest in the efficiency of the work 
done by the employes in their respective departments and the rec- 
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inmates to do outside work whereby tliey have earned |1,330, 
which has been used, for the most part, for the support of their 
mothers or families; he has dispensed with a numjber of unneces- 
sary guards and has not lost an inmate by escape ; he has a well- 
organized school, eight hours a day except Saturdays, where 
perfect discipline is being maintained under a principal who is 
a graduate of the State Agricultural College and therefore fitted 
to teach agricultural pursuits; he has a tailoring school; and 
has improved the musical, religious and social training in the 
institution by organizing a Sunday school and an orchestra, and 
having entertainments of a good, clean character. 

At the State Penitentiary, the Warden was appointed in May, 
1909, as a result of a civil service examination. He has con- 
structed an oflSce and administration building at the Penitentiary 
with convict labor at a cost of |12,000, earned from the sale of 
Penitentiary products. This building is valued at $70,000. The 
saving to the state is obvious. During the past biennial period 
149 miles of new roads were built, over 100 miles of which were 
constructed in farming communities and thirty miles in the moun- 
tainous sections of the state. The type of road built generally 
is valued at about |5,000 per mile. The actual cost as built by 
the Warden was about |1,000 per mile. The "honor system'' is 
administered at the Penitentiary in a scientific and humane man- 
ner, and otlier beneficial activities of its Warden are well known. 

The economic results obtained in other state institutions and 
departments not specifically mentioned in this report can be 
ascertained by the perusal of their respective reports. 

THE SOCIAL AND MORAL VALUE OF THE LAW- 

Economic results are not the only considerations' in the man- 
agement of the state's affairs. In the penal and charitable institu- 
tions, where the executive heads must possess the necessary quali- 
fications to bring about the reformation and proper training of 
the young, the rightful care and attention and the cure of the 
insane and feeble-minded; proper physical, moral and mental 
development, healthful environments of all and the maintenance 
of proper discipline, especially in the corrective and penal institu- 
tions — all are paramount factors to be considered. 

At the State Reformatory, where much criticism arose, a 
change in the management placed at the head of that institution 
a man certified from an eligible list created by open competitive 
examination, whose temperament, experience and training adapt 
him peculiarly to the reformation and training of young men who 
have been committed to the institution because of offenses against 
society. The record he has already made since his appointment 
has been previously referred to in this report. In this connection 
we refer to the Third Biennial Report of this Commission, page 7, 
under the head of "State Institutions," for former records. 
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better. Aside from the economic results, it is of note that over 
70% of the boilers inspected were ordered repaired or replaced. 
Not a single explosion has been reported during the past two 
3^ears. The present inspector and his two deputies were certified 
and appointed as the result of civil service examinations. 

The State Oame and Fish-Department, one of the most impor- 
tant departments of the state from the standpoint of producing 
revenue as well as attracting tourists and sportsmen to the state, 
is now under the management of a Game and Fish Commissioner 
who proved his executive, scientific and practical ability in a 
eomi)etitive civil service examination. His record since appoint- 
ment has fully vindicated the wisdom of the merit system in the 
selection of heads of departments. For the first time in the 
history of the State of Colorado the Game and Fish Department 
is able to conduct its operations and pay all of its running 
expenses from the "Game Cash Fund." To be more specific, this 
department is now self-supporting. It is estimated by the Com- 
missioner that the receipts from the sale of licenses, etc., increased 
about 35 per cent, over the previous biennial period. The new 
Game and Fish Commissioner, since his appointment in January, 
1914, has dispensed with the services of a number of unnecessary 
employes, and for the month of October, 1914, the pay-roll shows 
about twenty-one fewer men employed than for the corresponding 
month in 1913. Notwithstanding the large increase in the 
efficiency and output, the running expenses have been reduced to 
the minimum, consistent with good service. Instead of five "Chief 
Game Wardens," there are now only three; and instead of twenty 
"Deputy Game Wardens," there are now only seven; and, even 
with this reduced force, the results obtained — that is, arrests 
and convictions for violations of the laws — exceed by 50 per cent, 
any former record. The results obtained at the last spawning 
season exceeded those of any previous year by practically 40 per 
cent, and the cost of taking the eggs, exclusive of salaries, varied 
from 3I/2 to C) cents per thousand — fully 75 per cent, less than the 
cost of like operations at any previous spawning season. 

The Commissioner has been efficiently assisted in making 
this record by the Superintendent of State Fish Hatcheries, also 
an appointee certified by the Civil Service Commission from an 
eligible list resulting from a competitive examination. 

The State Reformatory has been under the management of the 
present Warden for the last ten months of the biennial period. 
When he took charge, of the maintenance fund of $100,000 for 
the period only about $26,000 remained. He has succeeded in 
completing the biennial period without incurring any indebted- 
ness; he has doubled the herd of live stock, adding beef stock of 
good breed, the cost of which has been paid from cash received 
for farm products of the season of 1914 ; he has made money on 
the cro])s, having raised over SO per cent, more grain than was 
raised in 1913; he has cared for 140 inmates and over, as com- 
pared with about eighty when he first took charge; he has allowed 
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inmates to do outside work whereby they have earned Jl,330, 
which has been used, for the most part, for the support of their 
mothers or families; he has dispensed with a numjjer of unneces- 
sary guards and has not lost an inmate by escape ; he has a well- 
organized school, eight hours a day except Saturdays, where 
perfect discipline is being maintained under a principal who is 
a graduate of the State Agricultural College and therefore fitted 
to teach agricultural pursuits; he has a tailoring school; and 
has improved the musical, religious and social training in the 
institution by organizing a Sunday school and an orchestra, and 
having entertainments of a good, clean character. 

At the State Penitentiary, the Warden was appointed in May, 
1909, as a result of a civil service examination. He has con- 
structed an office and administration building at the Penitentiary 
with convict labor at a cost of $12,000, earned from the sale of 
Penitentiary products. This building is valued at $70,000. The 
saving to the state is obvious. During the past biennial period 
149 miles of new roads were built, over 100 miles of which were 
constructed in farming communities and thirty miles in the moun- 
tainous sections of the state. The type of road built generally 
is valued at about $5,000 per mile. The actual cost as built by 
the Warden was about $1,000 per mile. The "honor system" is 
administered at the Penitentiary in a scientific and humane man- 
ner, and other beneficial activities of its Warden are well known. 

The economic results obtained in other state institutions and 
departments not specifically mentioned in this report can be 
ascertained by the perusal of their respective reports. 

THE SOCIAL AND MORAL VALUE OF THE LAW- 

Economic results are not the only considerations' in the man- 
agement of the state's affairs. In the penal and charitable institu- 
tions, where the executive heads must possess the necessary quali- 
fications to bring about the reformation and proi)er training of 
the young, the rightful care and attention and the cure of the 
insane and feeble-minded; proper physical, moral and mental 
development, healthful environments of all and the maintenance 
of proper discipline, especially in the corrective and penal institu- 
tions — all are paramount factors to be considered. 

At the State Reformatory, where much criticism arose, a 
change in the management placed at the head of that institution 
a man certified from an eligible list created by open competitive 
examination, whose temperament, experience and training adapt 
him peculiarly to the reformation and training of 3 oung men who 
have been committed to the institution because of offenses against 
society. The record he has already made since his appointment 
has been previously referred to in this report. In this connection 
we refer to the Third Biennial Report of this Commission, page 7, 
under the head of "State Institutions,'' for former records. 
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The Girls' Industrial Hcliool, under a civil service Superin- 
tendent, has been brought out of notorious disgrace into the class 
of model institutions. 

The Boys' Industrial School, with civil service teachers of 
trades and other employes, shows in detail the work it has accom- 
plished in the Biennial Report of its Superintendent. 

EFFICIENCY METHODS AT THE INSANE ASYLUM 

At the State Insane Asylum several investigations have been 
made to determine the best methods to be used in its administra- 
tion, as well as the best possible results to be obtained in making 
use of the able-bodied patients to bring about their ultimate re- 
covery and cure. 

The result of the transfer of Dr. A. P. Busey, formerly Super- 
intendent of the Asylum, to the position of Superintendent of the 
State Home and Training School for Mental Defectives, was the 
provisional appointment of Dr. H. A. LaMoure, Assistant Super- 
intendent of the Asylum under Dr. Busey, to the position of 
Superintendent. A competitive examination was held by this 
Commission for this position on January 8, 1914:. Dr. LaMoure 
was the only candidate for examination, and, as he passed with a 
high rating, he was certified. 

Many of the difficulties met by the Civil Service Commission 
in the past are the inheritance of unfavorable physical conditions 
surrounding some of the state institutions, making it impossible 
for the heads of these institutions, after their certification and 
appointment, to do their besl work. For instance, many patients 
in the State Insane Asylum liave become hopelessly insane for lack 
of the facilities for the necessary outdoor work when first com- 
mitted, as well as for the lack of an adequate medical staff^ all 
caused by inadequate appropriations. It is most important that 
necessary funds be i)rovided for the purchase and maintenance 
of farm lands contiguous to this institution. Tlie great need of 
this, for the economic results to the state and particularly from 
a humane standpoint, is dwelt upon in the report of this Commis- 
sion made by Mr. Frank McLaughlin after his investigation. 
This is but a reiteration of the request of the Lunacy Commission 
for past years. 

CIVIL SERVICE COMMISSION AS THE EMPLOYMENT 

BUREAU OF THE STATE 

Few taxpayers of the State of Colorado realize that the Civil 
Service Commission is in itself an "Employment Bureau" — an 
intelligence department of the state government — and its primary 
function, as prescribed by law, consists in the selection of the 
1,179 persons to carry on the work of tlie state government, by- 
competitive efficiency tests. 
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responsibility for inefficiency, and providing certstin and auto- 
matic correctives. Duties must be standardized, the service meas- 
ured and removals made for inefficiency as shown by the demon- 
strated result. Efficiency measured by individual judgment is of 
little value in a great organization. There must be a definite, 
uniform score or measure of efficiency before inefficiency can be 
determined. The whole matter is a question for specialists. 

It is hoped that a uniform efficiency-record system can be 
established which will result in a more careful and scientific 
record and estimate of the work done by all employed in the 
public service. 

NEED FOR AN ECONOMY AND EFHCIENCY EXPERT 

There should be in the employ of this Commission an officer 
whose duty it shall be to study the work of every division of the 
state government ; to establish measures of economy and efficiency 
in the various departments and institutions, and for the officers 
and employes therein ; and to provide a system of rating upon 
efficiency records by which the work of every individual in the 
public service shall be measured and periodically reported to the 
Commission. Such an officer could be fittingly denominated an 
"Economy and Efficiency Expert." 

There should be established a rule fixing a minimum rating 
of efficiency, upon the basis of which the efficiency of every depart- 
ment, institution or employe should be investigated and rated 
by the Commission. Thus the cause of inefficiency, whether in the 
system or in the individuals, could be located and removed. 

An "Economy and Efficiency Expert" would be of the greatest 
benefit to the various heads of departments and institutions in 
suggesting to them systems tending to greater economy and 
efficiency. This is in view of the fact that this Commission has 
been repeatedly called upon in such capacity. 

The function of the Commission through the employment of 
such an "Economy and Efficiency Expert" would be to group 
the positions into grades, having in mind similar duties and 
responsibilities, and determine the proper salary which would 
be applicable alike to all positions in a grade. 

PROMOTIONS 

With a fundamental reclassification of the duties and respon- 
sibilities and a scientific analysis of the factors involved in the 
various positions, it will be possible to devise a system of record- 
ing the efficiency of the employes, which will be prepared and 
kept upon a matter-of-fact basis rather than upon the present 
speculative basis and impressionistic records, kept by the heads of 
departments. As a matter of fact, there are no vital records of 
any kind kept at present in any of the departments or institutions 
in reference to the efficiency of employes. 
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Promotions in the service should be based upon a fair esti- 
mate of the employe's efficiency and seniority; where there are no 
actual changes in the duties and responsibilities, promotions 
should be automatic so far as advancement in salary is con- 
cerned; where duties change, in addition to record and seniority, 
promotional examinations should be given. 

.It is therefore evident that such a fundamental reclassifica- 
tion of duties is one of the most important prerequisites for the 
basis of an efficient and scientific administration of the Civil 
Service Law. 

REMOVALS 

The Rules and Regulations of the Commission are not 
framed on a theory of unassailable life tenure, fixed permanence, 
nor vested right in. office. The Commission recognizes that sub- 
ordination and discipline are essential, as well as harmony and 
co-operation in the work of any office. Therefore dismissal for 
just cause should not be and is not unduly hampered. The Rules 
of the Commission leave the power of removal within the discre- 
tion of the appointing power so far as possible, providing 
restraint only when necessary to insure its proper exercise. In 
this way discipline is not impaired, unnecessary employes are not 
retained, just tenure is secured, and employes are protected 
against arbitrary removals. 

In other words, the public service is intended to be governed 
by the same general rules as private service, in which tenure of 
position depends upon the good behavior and efficiency of the 
employe. 

In line with what has been said about the need of an "Econ- 
omy and Efficiency Expert," attention is particularly called to 
the benefit the public service would derive from the supervision 
of such an expert in the employ of the Civil Service Commission, 
because of the investigation of the efficiency of the employes of 
all departments and institutions. Under the Civil Service Rules, 
the Commission of its own motion, or on complaint of any citizen, 
or the head of any department or institution, may investigate the 
work of an employe for efficiency or fitness. Thus the appointing 
power is relieved of the duty of making complaints against the 
employes under his direction where reluctance so to do is very 
likely to result in the retention of an incompetent or unworthy 
public servant; the standard of efficiency is maintained and the 
records are kept ; and the restrictions imposed by the Civil Service 
Law that employes should not be removed for political or religious 
reasons, or for unjust and illegal reasons, are likely to be heeded. 

CHANGES IN RULES AND SERVICE 

With the changes made by the adoption of the Amendments 
to the Civil Service Law, it became necessary also to change 
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some of the Rules and Regulations heretofore in force, which 
changes were duly approved by your Excellency. They are fully 
set forth in Appendices VII. and VIII., respectively. 

The Commission has many i)lans for the betterment of the 
service, but, for lack of adequate appropriation, has betn unable 
to establish constructive systems which are greatly needed and 
which would tend toward increasing the efficiency, not only of the 
Civil Service Department, but of all other state departments. 

NATIONAL ASSEMBLY OF CIVIL SERVICE COMMISSIONS 

The Civil Service Commission of the State of Colorado has 
not been uni^ecognized in the national movement for the advance- 
ment of the merit system. The National Assembly of Civil Service 
Commissions, held in Pueblo, Colorado, June 11-13, 1914, adopted 
resolutions making the Civil Service Commission of the State of 
Colorado a clearing-house for information as to laws, rules and 
regulations, examination papers, questions, rating, etc., as well 
as economy and efficiency methods, and all other details con- 
nected with the conduct of a Civil Service office, for all the Civil 
Service Commissions of the United States. The object was to 
have this Commission tabulate the information collected in such 
a way that any accredited Civil Service Commission, or those con- 
templating the application of the merit system in any state, 
county, city or town, may be furnished with all the information 
in existence, conveniently com])iled, ui)on any and all subjects 
relating to the scientific administration of the merit system. 

This Commission now has in its files the information which 
has arrived daily since the above-mentioned resolution was 
passed and many requests from other commissions or from 
those contemplating the introduction of the merit system are 
received and answered regularly. The office of this Commission 
is in a position to tabulate and give any information on any 
particular subject relating to the conduct of a Civil Service office 
and is now preparing, on reepiest, a proposed Civil Service Law 
for presentation to the coming session of the legislature in one 
of the states. 

Colorado's Civil Service Law is more nearly in accord with 
the model Civil Service Law proposed at the last session of the 
National Assemblv of Civil Service Commissions than the law of 
any other state in the Union. 

CRITICISMS OF THE COMMISSION 

The Commission has at times been severely criticised by cer- 
tain antagonistic and uninformed news])a])ers and individuals for 
its inability to make exce])tions and grant privileges to certain 
favored friends of influential politicians, not in accordance with 
the spirit of the merit system and which, if granted, would be in 
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Promotions in the service should be based upon a fair esti- 
mate of the employe's efficiency and seniority; where there are no 
actual changes in the duties and responsibilities, promotions 
should be automatic so far as advancement in salary is con- 
cerned ; where duties change, in addition to record and seniority, 
promotional examinations should be given. 

.It is therefore evident that such a fundamental reclassifica- 
tion of duties is one of the most important prerequisites for the 
basis of an efficient and scientific administration of the Civil 
Service Law. 

REMOVALS 

The Kulcs and Regulations of the Commission are not 
framed on a theory of unassailable life tenure, fixed permanence, 
nor vested right in. office. The Commission recognizes that sub- 
ordination and discipline are essential, as well as harmony and 
co-operation in the work of any office. Therefore dismissal for 
just cause should not be and is not unduly hampered. The Rules 
of the Commission leave the power of removal within the discre 
tion of the appointing power so far as possible, providing 
restraint only when necessary to insure its proper exercise. In 
this way discipline is not impaired, unnecessal^ employes are not 
retained, just tenure is secured, and employes are protected 
against arbitrary removals. 

In other words, the public service is intended to be governed 
by the same general rules as private service, in which tenure of 
position depends upon the good behavior and efficiency of the 
employe. 

In line with what has been said about the need of an "Econ- 
omy and Efficiency Expert," attention is particularly called to 
the benefit the public service would derive from the supervision 
of such an expert in the employ of the Civil Service Commission, 
because of the investigation of the efficiency of the employes of 
all departments and institutions. Under the Civil Service Rules, 
the Commission of its own motion, or on complaint of any citizen, 
or the head of any department or institution, may investigate the 
work of an employe for efficiency or fitness. Thus the appointing 
power is relieved of the duty of making complaints against the 
employes under his direction where reluctance so to do is very 
likely to result in the retention of an incompetent or unworthy 
public servant; the standard of efficiency is maintained and the 
records are kept ; and the restrictions imposed by the Civil Service 
Law that employes should not be removed for political or religious 
reasons, or for unjust and illegal reasons, are likely to be heeded. 

CHANGES IN RULES AND SERVICE 

With the changes made by the adoption of the Amendments 
to the Civil Service Law, it became necessary' also to change 
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duties in the administration' of the office in its ordinary daily 
routine. 

As a matter of fact, this Commission does not receive any 
compensation for the duties* and responsibilities connected with 
its office, nor does it receive any fees of any kind from any source 
whatsoever when necessary to appear in court and render legal 
services for the defense of the Civil Service Law. 

The amended law provides as a continuing annual minimum 
appropriation for the traveling, incidental and contingent ex- 
penses, exclusive of the salary of the Secretary and Chief Exam- 
iner, the sum of $3,400. It has been necessary to use this small 
amount in the most economical manner possible and to attend 
only to the most important and pressing duties of the Commission. 

By way of comparison, your attention is called to the amount 
of work done by this Commission with that done by similar com- 
missions elsewhere and also to a comparison of the amount of 
money expended by this Commission with that of other com- 
missions. (See Table VII., pages 98 and 99.) 

The expenditures will be found in the "Financial Statement" 
of this Commission which appears in this report and the compara- 
tive appropriations will be found in a table which follows. 

In addition to the continuing annual appropriation of $5,800 
(salary of Secretary and Chief Examiner, ?2,400, and for all other 
purposes $3,400), there should be added an adequate appropriation 
for the following purposes : 

(1) For publishing notices of examinations in the public 
press, technical journals and other mediums within the State of 
Colorado, in order that all citizens and taxpayers may have full 
information of every opportunity to make application to enter 
the public service. 

(2) For the payment of a reasonable per diem to persons 
acting as examiners for the time they are actually employed and 
for which their services are actually needed, including the pay- 
ment for the services of experts, as they are needed, in the prepar- 
ation and rating of technical examination papers. 

(3) For the employment, under the direction of this Com- 
mission, of an "Economy and Efficiency Expert." 

(4) For an addition to the fund of $3,400 for regular em- 
ployes in the office of the Commission and for traveling and in- 
cidental expenses of the members of the Commission and its em- 
ployes in the discharge of its duties. 

(5) For an incidental fund to pay for the services of assign- 
able clerks' and stenographers for use in the various departments 
and institutions as occasion requires, under the control and direc- 
tion of this Commission. 

(6) For the court costs, printing, etc., necessary in the liti- 
gation of questions concerning the interpretation of the Civil 
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Service Law, as well as for the employment of counsel when 
necessary. 

(7) For the expenses of the Comniissicmers and the Secre- 
tary and Chief Examiner in attending as delegates the Twelfth 
Session of the Natioijal Assembly of Civil Service Commissions, 
to be held at Los Angeles, California, in June, 1915. 

SUGGESTED LEGISLATION 

The Commission recommends tiie enactment of the following 
legislation : 

1. An amendment to Article XII. of the Constitution, to read 
as follows : 

"ARTICLE XII. 

"Appointments and promotions in the civil serv- 
ice of the State, and of all the civil divisions thereof, 
including cities and towns, shall be made according to 
merit and fitness to be ascertained, so far as practicable, 
by competitive examinations.'- 

This amendment is almost an exact copy of section 9 of 
Article V. of the Constitution of the State of New York, adopted 
in 1894. It would not extend the Civil Service Law except as 
enacted by the legislature or initiated by the people, but it would 
remove questions and objections as to its application. It would 
have the sole elTect of declaring the policy of the state to the 
Assembly, and governing bodies of civil divisions, and of support- 
ing existing legislation. 

2. An amendment to the Civil Service Law making it appli- 
cable to all positions in all departments of the public service not 
specifically exempted by the jiresent Civil Service Law or not 
specificalh' exempted by any laws heretofore or hereafter enacted. 

3. An amendment to the Civil Service Law empowering 
the Commission to classify and denominate positions in accord- 
ance with duties and responsibilities, and to grade in accordance 
with salaries. 

4. Make a specific appropriation of the fund created by 
examination fees and ])laced in the State Ti'easury to the credit 
of the Commission, such fund to be subject to the order of the 
Civil Service Commission. 

5. Make an approi)riation for the publication of notices of 
•examinations in a proi)er manner to attract the most efficient 

applicants. 

6. Make an ap])roi)riation for the employment of additional 
clerical assistants, stenographers when needed, examiners for 
occasional services, experts, investigators, traveling expenses for 
members of the Commission and employes when on the business 
of the Commission, including examiners giving practical tests in 
various parts of the state, and also salary and expenses for an 
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"Economy and EflSciency Expert." Also make an appropriation 
for the payment of necessary legal services. 

7. Make an appropriation of an incidental fund to pay for 
the services of assignable clerks and stenographers for occasional 
services in the various departments and institutions, under the 
control and direction of the Civil Service Commission. 

8. Make an appropriation for supplies, postage, printing, 
stationery, etc. 

9. Make an appropriation for the expenses of the Commis- 
sioners and the Secretary and Chief Examiner to attend the 
Twelfth Session of the National Assembly of Civil Service Com- 
missions, to be held at Los Angeles, California, in June, 1915. 

It is suggested that the appropriation for all the purposes of 
the Civil Service Commission be based upon a mill levy or upon 
the total pay-roll of the state. 

Attention is called to the fact that, if an act were passed 
by the legislature creating a supply department, by which bids 
for all kinds of supplies for all departments and institutions, as* 
well as for printing, could be received by a "Commissioner of 
Supplies" or "Purchasing Agent,'' and contracts placed with the 
lowest bidder, with the approval of the Auditing Board, the saving 
to the state would be enormous. These supplies could then be 
distributed from a central point, on I'equisition, and the accounts 
kept by the "Commissioner of Supplies," thus having an accurate 
check at any and all times on each separate department and insti- 
tution. 

The Commission also recommends the enactment of legisla-, 
tion to the effect that the Water Commissioners throughout the 
state be included in the classified service so they may be selected 
for ascertained fitness by reason of experience in and knowledge 
of practical irrigation,' instead of for political reasons. 

The Commission further recommends the enactment of legis- 
lation w^hereby the fees of all officers and employes of the District 
and County Courts, as well as all other fee offices, shall be 
deposited with the State Treasurer, and that the employes of 
such courts and offices shall be paid through the State Treasurer's 
office in the same manner as other state employes. 



In conclusion, the Commission desires to express its sincere 
appreciation to His Excellency, Governor Elias M. Ammons, for 
his assistance and co-operation in enforcing the Civil Service 
Law. 

Respectfully submitted. 



WILLIAM W. grant; JR., 

Rresident. 



HENRY A. HICKS, 

FRANK McLaughlin, 

Commissioners, 
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Service Law, as well as for the employment of counsel when 
necessary. 

(7) For the expenses of the Commissioners and the Secre- 
tary and Chief Examiner in attending as delegates the Twelfth 
Session of the Xatiooal Assembly of Civil Service Commissionfe', 
to be held at Los Angeles, California, in June, 1915. 

SUGGESTED LEGISLATION 

The Commission recommends tiie enactment of the following 
legislation : 

1. An amendment to Article XI I. of the Constitution, to read 
as follows : 

^^VKTICLE XII. 

"Appointments and i)romotions in the civil serv- 
ice of the State, and of all the civil divisions thereof, 
including cities and towns, shall be made according to 
merit and fitness to be ascertained, so far as practicable, 
by competitive examinations.'' 

This amendment is almost an exact copy of section 9 of 
Article V. of the (\)nstitution of the State of New York, adopted 
in 1894. It would not extend the (Mvil Service Law except as 
enacted by the legislature or initiated by the people, but it w^ould 
remove questions and objections as to its application. It would 
have the sole ellVc^t of declaring the policy of the state to the 
Assembly, and governing bodies of civil divisions, and of support- 
ing existing legislation. 

2. An amendment to the Civil Service Law making it appli- 
cable to all positions in all dei)artinents of the public service not 
specifically exempted by the jiresent Civil Service Law or not 
specifically exempted by any laws heretofore or hereafter enacted. 

3. An amendment to the Civil Service Law empowering 
the Conmiission to classify and denominate positions in accord- 
ance with duties and responsibilities, and to grade in accordance 
with salaries. 

4. ^fake a specific approiiriation of the fund created by 
examination fees and j)laced in the State Treasury to the credit 
of the Commission, such fund to be subject to the order of the 
Civil Service Commission. 

5. Make an ap])roi)riation for the publication of notices of 
■examinations in a proj)er manner to attract the most eflBcient 

applicants. 

6. Make an ap])ropriation for the enij)loyment of additional 
clerical assistants, stenographers when needed, examiners for 
occasional services, experts, investigators, traveling expenses for 
members of the (Commission and employes when on the business 
of the Commission, including examiners giving practical tests in 
various parts of the state, and also salary and expenses for an 
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these schedules was taken care of promptly ; a uniform system of 
submitting pay-rolls was established; the lists of employes of all 
departments and institutions entitled to certification for pay un- 
der the law were obtained, and the names, with all other necessary 
information, entered on the roster. Practically the first nine 
months of the year 1913 were spent in reorganizing the depart- 
ment and enforcing compliance with the law. It became necessary 
to devote a great deal of time to conferences with the heads' of de- 
partments and institutions in regard to the necessary formalities 
for compliance with the law, and, on account of the very small 
appropriation at the disposal of the Commission, the office force 
was limited to the former Secretary and Chief Examiner, Mr. 
Erwin L. Regennitter, with only two regular assistants*. Mr. 
Regennitter was Secretary and Chief Examiner until November- 1, 
1913, and we are in his debt for the very valuable work he did in 
getting the work of the Commission under way, particularly in 
rendering legal advice on all matters pertainiijg to compliance 
with the law. 

Considering the many difficulties under which the Civil Serv- 
ice Commission has been forced to labor, the work accomplished 
as outlined herein is very gratifying. 

RECORDS OF THE OFFICE ANALYZED 

The records' show that the Commission has, in the biennial 
period, held 91 meetings; conducted 46 original entrance examina- 
tions in the competitive class, at w^hich there were examined 592 
applicants, of whom 225 passed, 117 failed and the results of 
examinations of 250 applicants have not yet been compiled ; certi- 
fied for appointment 43 civil servants; conducted 5 hearings; 
certified 2 removals ; examined and checked 1,228 pay-rolls, involv- 
ing the monthly checking of about 1,100 items; entered daily all the 
information regarding changes in the departments and institu- 
tions on the roster from which pay-rolls are checked, not a single 
error having been made in the certification of pay-rolls. Aside 
from this, more than 300 efficiency reports have been examined and 
filed, and a very voluminous correspondence has been promptly 
answered; a Civil Service Library has been compiled and classi- 
fied and the correspondence has included constant communication 
with other Civil Service Commissions throughout the country. 

During the biennial period there was appropriated, aside from 
the minimum statutory appropriation of $5,800 a year, the sum of 
?250 each year for the purchase of supplies, including printing, 
postage, stationery, etc., which sum was disbursed through the 
office of the Secretary of State. The total expenditures for the 
period were 112,001.41. 

A financial statement will be found on pages 35 to 37 in this 
Report, from which it will be seen that only a very small amount 
of the examination fees placed to the credit of the Commission by 
the State Treasurer, under the law, has been used, and the total 
revenue derived from examination fees during the period amounts 
to ?1,555. 
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The range and extent of the work of this department of the 
public service plainly calls for a substantial increase in appropria- 
tion and the employment of additional assistants. 

The work of the Civil Service Commission of the State of 
Colorado is very extensive and the questions presented to it for 
consideration and decision are varied and important. The task of 
conducting the affairs of the Commission and its office is arduous, 
and the duties are intricate. The necessity for an increased appro- 
priation sufficient for the extension of the work in accordance 
with the suggestions' found elsewhere in this report, is imperative 
in the interest of the state. 

Your attention is called to the fact that the enormous amount 
of work already accomplished has been made possible only by the 
sacrifice of their own time made by the entire office force, in work- 
ing nights, Sundays and holidays; without vacation, during the 
entire biennial period. 

RESULTS OBTAINED 

While it may seem to be supererogation to set forth the reason 
for the adoption of a principle of administration of public affairs 
now so well known and so cordially accepted by the American 
people, it may not be amiss to emphasize the chief results already 
secured in Colorado by the application of the merit system to ap- 
pointments in public office. 

It is now a well-recognized fact, openly championed by the 
various' heads of departments and institutions, that wherever em- 
ployes have been appointed through the certification by the Civil 
Service Commission, it has resulted in a considerable increase in 
the efficiency of their respective departments and a corresponding 
decrease in the cost of administration. This is more fully demon- 
strated in other portions of this report and upon perusal of the 
reports of those departments the heads of which liave been 
appointed as the result of an examination. 

Another important result which has already been secured in 
this state is a distinct elevation in the tone and attitude of public 
servants toward the public good. 
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EXAMINATIONS 

A number of notable examinations were held during the last 
biennial period. Among them were : 

Positions ' Salary 

Commissioner of Public Printing $ 2,500. 00 

Commissioner of Insurance 3,000 . 00 

Commissioner of Immigration • • • 3,600.00 

(Former salary, but not appropriated by the 19th General 
Assembly; certified and appointed, and performing duti>?8 
of the position without pay from the state.) 

Inspector of Oils 1,600. 00 

Deputy Inspector of Oils 1,500. 00 

(2 appointed) 

Warden of the Reformatory, maintenance and 2,500 . 00 

Deputy Warden of the Reformatory, maintenance and 1,200.00 

State Game and Fish Commissioner 2,000.00 

Deputy Game and Fish Commissioner ' 1,500.00 

Superintendent of State Fish Hatcheries 1,500.00 

State Inspector of Steam Boilers 2,500.00 

Deputy Inspector of Steam Boilers , 1,800. 00 

(2 appointed.) 

Superintendent of the State Insane Asylum 3,000 . 00 

(and full maintenance) 

Secretary of the State Wage Board 1,200. 00 

Your particular attention is invited to Appendix IV., in 
which the examinations held for all positions and their rating 
are fully analyzed. 

The State of Colorado is the only state without»sufficient appro- 
priation to employ assistant examiners, examination clerks and 
other employes, in order that examinations for positions in each 
separate department may be held to ascertain special qualifica- 
tions, not only by written, but also by oral and other practical 
tests. 

In order that the entire machinery of the administrative gov- 
ernment might not be held up at the beginning of the present ad- 
ministration, it was necessary for the Civil Service Commission to 
certify for pay the names of those already occupying positions* in 
the service of the state. 

Examinations were held as soon as possible and in order of 
importance for the purpose of providing eligible lists from which 
certification might be made to fill vacancies as they might occur. 
This accounts for the fact that the Secretary's report shows a 
large number of persons included in the classified service and be- 
ing certified for their salaries without having passed an examina- 
tion or having received their appointment as a result of certifica- 
tion from an eligible list. 
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CRITICISMS AND MISAPPREHENSIONS CORRECTED 

The most frequent criticism of the merit system is that none 
but those "fresh from school and the theoretical" can pass exami- 
nations. This criticism is usually made by persons entirely ignor- 
ant of the character and methods* used in the examinations, and 
bv those who have not come in actual contact with the adminis- 
tration of this Civil PerviceLaw. As a matter of fact, there are 
very few, if any, examinations which have been e;iven by this Com- 
mission that could be successfully passed by one fresh from school, 
for the reason that such careful attention is ji^iven the experience 
sheets that, without considerable experience which must relate to 
the position sought, it is quite impossible for one to have his or her 
name placed upon the eligible list. When a regularly assembled 
written examination is given, care is exercised to avoid asking 
questions that do not pertain directly to the duties of the position 
sought. For instance, a trained machinist, or a trained boiler- 
maker, just out of technical school or having served a full 
apprenticeship, might answer technical questions in a written 
examination. By way of illustration, in the examination given by 
this Commission for the position of State Boiler Inspector, part 
of the written examination consisted of a report made of an 
inspection of a boiler. The answers clearly revealed those who 
were experienced and those who were not. In many cases* — in fact, 
it is the general rule — the rank of candidates in technical exami- 
nations tallies with the experience shown on the applications, thus 
proving the practical character of the written examinations. 

An investigation of any or all of the examinations in their 
entiretv, and the results thereof, demonstrate conclusivelv that a 
purely technical man, without practical experience, no matter of 
how high order his training might be, could not pass with as high 
a rating as the man with the experience in addition. 

The actual examination questions, for lack of space, are not 
included in this report, but a list of all examinations, with the 
subjects' and weights and the subdivisions of experience as shown 
on the applications, is found in Appendix IV. In all examinations 
where a thesis has been given the subject is noted. 

This Commission has at all times endeavored to ascertain and 
adopt the most improved methods in conducting examinations, 
wherever appropriate to Colorado's needs and to that end has 
enlisted the co-oi)eration of the various Civil Service Commissions 
throughout the country, to all of whom we are indebted for their 
generous response. 

CLASSinCATION 

In positions bearing general titles, such as "Clerk," the duties 
are not always at all similar. Some of the positions of "Clerk" in 
the State House require qualifications of such a special order that 
there is no way to differentiate between them or to specify them 



CIVIL SERVICE COMMISSION 29 

in a sub-class title except to state the exact position in the respec- 
tive departments. Every clerk, no matter what special qualifica- 
tions or experience he might possess*, must have certain general 
knowledge, such as spelling, commercial arithmetic and capability 
of writing legibly, at least; all clerks must have had suflScient 
experience in general office work to be able to answer ordinary 
questions on office methods. But, having passed this sort of gen- 
eral examination, and having been placed on an eligible list for 
certification to a general clerkship, this is not sufficient for certi- 
fication to a position such as "Clerk" in the Public Examiner's 
office, for instance, where the duties are almost entirely of an 
accounting, bookkeeping, auditing, and semi-legal nature. These 
special qualifications fitting the duties of the position must be 
determined by an examination along the particular line applicable 
to these duties, and the title of "Clerk" given by the legislature is 
meaningless. The special experience shown on the application, 
together with the references and the record of the applicant, in 
addition to the general examination, may sometimes be sufficient 
to determine these special qualifications. This is a matter for 
determination by this Commission in individual cases until means 
are provided for the employment of an Economy and Efficiency 
Expert and a rational standardization of positions can be made. 



NEED FOR AN ECONOMY AND EFFICIENCY EXPERT 

The sco|>e of the work of this Commission is wide and far- 
reaching. Its main purpose is to increase the efficiency and the 
economic administration of the public business of the various 
departmental and institutional groups of em})loyes — that is, to 
devise methods of securing, in co-operation with the heads of 
departments and institutions, more work, or better work, or both, 
at the present cost, or the same amount and quality of work at 
less cost; and to prevent the duplication of work by different 
departments or by different groups of employes in the same depart- 
ment. 

In addition, the work of an economy and efficiency expert 
contemplates increasing the efficiency of. the individual employe 
and the keeping of a record of his or her work, by which the 
efficiency of the employe may be fairly tested and used as* a factor 
in promotion or discharge. 

Most of the work thus far done by the Civil Service Commis- 
sion has been in the nature of ground-clearing. 

The reclassification of positions on the basis of duties and 
the making of a permanent record of such duties, cannot be accom- 
plished without an economy and efficiency expert whose duty it 
would be to undertake what, is technically known as "charting 
the service." This is done in ])art by means of diagrams showing 
the arrangement of the various positions within a given depart- 
ment in such a way as to indicate the relation of one position 
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case of supervisory |H)sitions, the nuiuher of subordinates, methods 
employed, etc. 

The following are a few of tlie objectionable features* that 
exist in the public* service of the State of Colorado : 

1. There is no fixed minimum salary for new employes enter- 
ing the service in any one class, sub-class, or grade. One stenog- j 
rapher may be originally api)ointed to a position paying J600 a 
year, another, to a .ff)06 position and still another to a $1,200 ' 
position. I 

2. There is no provision for increase on the basis of service 
and efficiency, duties and responsibilities. 

3. Personal influence is still the jn^evailing method of seek- 
ing salary increases. 

4. There is no fixed minimum for any grade positions. 

5. Positions with similar duties receive widely varying com- 
pensation in the different departments. 

6. There is a multiplicity of titles, often misleading and 
meaningless. 

7. Salaries are automatic and no distinction is made between 
positions of varying duties and responsibilities. 

8. Salaries are confused with contractual relations and 
vice versa. Salaries ("wages"), horse hire, telephones, supplies, 
incidentals and fees are intermingled. There are no segregated 
accounts in most instances. 

9. Some positions are sinecures. 

10. Some services are underpaid. 

11. Some services are overpaid. 

12. Salaries are wasted because of duplication of work. 

All these objectionable features and wasteful methods will be 
largely eliminated w^itli the creation of an economy and efficiency 
department, under the supervision of the Civil Service Commis- 
sion, in the following manner : 

1. Minimum and maximum salaries will be fixed for all 
positions. 

2. Promotions from grade to grade, as w^ell as appointments, 
will be strictly governed by competitive examinations. 

3. Advancement from group to group within respective 
grades will be in accordance with efficiency and economy practiced, 
duties and responsibilities performed, anci seniority of service. 

4. New appointees will begin in a position paying the lowest 
salary within that grade. 

5. Positions with the same duties will receive the same com- 
pensation. 

6. Titles will be descriptive of the duties and responsibilities 
of positions. 
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7. Salaries — ''wages" — will be divorced from horse hire, 
supplies and contractual relations. The pernicious fee system will 
be abolished and all revenue turned into the State Treasury. 

8. Salaries will be fixed in accordance with duties and 
responsibilties. 

9. Sinecures will be abolished. 

Whatever ma}- be considered to be the merits or demerits of 
the recommendations for the inauguration of the foregoing system, 
the opportunity rests with the legislature to make the necessary 
appropriation for this Commission to inaugurate the procedure 
of determining salaries on the basis of duties and responsibilities, 
which, in the opinion of the national experts on economy and 
efficiency, is the only sound method of fixing compensation for 
* personal service. 

On this basis, following the lead of other states where the 
splendid public administration is due to the wisdom of having 
trained men and women in the service, Colorado must train men 
and women for her public service, and offer them a future and an 
inducement to maintain their efficiency. 

THE MERIT SYSTEM EPITOMIZED 

The spirit of the merit system is in keeping with the spirit of 
democratic institutions. 

It gives to every citizen an equal chance according to his 
ability to participate directly in the affairs of the government. 

IT IS FAIR AND JUST, because it makes no discrimination 
between candidates on account of personal or political prejudice. 

IT IS SCIENTIFIC, because it makes possible the selection 
by competitive examination of the persons best equipped by train- 
ing and experience for particular positions. 

IT IS ECONOMICAL, because it eliminates waste of time 
and energy in partisan political effort. 

IT IS BUSINESS-LIKE, because it puts a premium on 
official conduct, capacity, and energy. 

IT IS PROGRESSIVE, because it establishes a goal toward 
H'hich officials and employes are encouraged to strive. 
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9. Some positions are sinecures. 

10. Some servicer are underpaid. 

11. Some services are overpaid. 

12. Salaries are wasted because of duplication of work. 

All these objectionable features and Avasteful methods will be 
largely eliminated with the creation of an economy and efficiency 
department, under the supervision of the Civil Service Commis- 
sion, in the following manner : 

1. Minimum and maximum salaries will be fixed for all 
positions. 

2. Promotions from grade to grade, as well as appointments, 
will be strictly governed by comi)etitive examinations. 

3. Advancement from group to group within respective 
grades will be in accordance with eflficiency and economy practiced, 
duties and responsibilities performed, and seniority of service. 

4. New appointees will begin in a position paying the lowest 
salary within that grade. 

5. Positions with the same duties will receive the same com- 
pensation. 

6. Titles will be descriptive of the duties and responsibilities 
of positions. 



CIVIL SERVICE COMMISSION 33 

7. Salaries — **wages" — will be divorced from horse hire, 
supplies and contractual relations. The pernicious fee system will 
be abolished and all revenue turned into the State Treasury. 

8. Salaries will be fixed in accordance with duties nnd 
responsibilties. 

1). Sinecures will be abolished. 

Whatever may be considered to be the merits or demerits of 
the recommendations for the inauguration of the foregoing system, 
the opportunity rests with the legislature to make the necessary 
appropriation for this Commission to inaugurate the procedure 
of determining salaries on the basis of duties and responsibilities, 
which, in the opinion of the national experts on economy and 
efficiency, is the only sound method of fixing compensation for 
I)ersonal service. 

On this basis, following the lead of other states Avhere the 
splendid public administration is due to the wisdom of having 
trained men and women in the service, Colorado must train men 
and women for her public service, and offer them a future and an 
inducement to maintain their efficiencv. 

THE MERIT SYSTEM EPITOMIZED 

The spirit of the merit system is in keeping with the spirit of 
democratic institutions. 

It gives to every citizen an equal chance according to his 
ability to participate directly in the affairs of the government. 

IT IS FAIR AND JUST, because it makes no discrimination 
between candidates on account of personal or political prejudice. 

IT IS SCIENTIFIC, because it makes possible the selection 
bv competitive examination of the persons best equipped by train- 
ing and experience for particular positions. 

IT IS ECONOMICAL, because it eliminates waste of time 
and energy in partisan political effort. 

IT IS BUSINESS-LIKE, because it puts a premium on 
ofiScial conduct, capacity, and energy. 

IT IS PROGRESSIVE, because it establishes a goal toward 
which officials and employes are encouraged to strive. 
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r desire to express to the members of this Commission my 
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contribution of time, without which the many intricate legal ques- 
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and evenings, advising on official business, and, whenever neces- 
sary, they have used their legal talents and their time, without 
remuneration of any kind, to sustain and enforce the Civil Serv- 
ice Law and to make a succe&Bful administration possible. 

To all state officials and heads of departments and institu- 
tions, I wish to express my appreciation of the uniform courtesy 
and co-operation which I have received; and I acknowledge deep 
obligation to Governor Elias M. Ammons for his support of the 
Civil Service Law. 

Respectfully feubmitted, 

ALICE ADAMS FULTON, 
Secretary and Chief Examiner. 



FINANCIAL STATEMENT 



CIVIL SERVICE COMMISSION 39 

CASH FUND--1913-14 

(Created from the payment of examination fees, required by 
section 12 of the Civil Service Act of 1907.) 

Balance in Hands of State Treasurer, Nov. 30, 1912 $ 355 . 20 

RECEIPTS 

Examination Fees, Dec. 1, 1912, to Nov. 30, 1914 1,555.00 % 1,910.20 

DISBURSEMENTS 

Salaries. r $ 439 .49 

Postage 21 .00 

OflSce Supplies 1 . 25 

Examination Fees Refunded (Examination Cancelled) 27.00 

Miscellaneous 5 . 00 

Balance, Nov. 30, 1914 1,416.46 % 1,910.20 
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SECRETARY'S SALARY FUND— 1913 

RECEIPTS 
Appropriation $ 2,400.00 

DISBURSEMENTS 

Secretary's Salary, Jan. 17, 1913, to Nov. 30, 1913 I 2,090.30 

Unused Balance, Transferred to General Fund 309.70 $ 2,400.00 

SECRETARY'S SALARY FUND— 1914 

RECEIPTS 
Appropriation S 2,400 .-00 

DISBURSEMENTS 
Secretary's Salary, Dec. 1, 1913, to Nov. 30, 1914 $ 2,400.00 

GENERAL INCIDENTAL FUND— 1913-14 

RECEIPTS 
Appropriation $ 600.00 

* 

DISBURSEMENTS 

Postage S 101.00 

Official Notices 57. 16 

♦Printing 140. 15 

Office Furniture 16.30 

Stationery 49.86 

Typewriter Supplies 36 . 36 

Telegrams 3 . 77 

Long- Distance Telephone 20 . 65 

Express . . 3 . 40 

Miscellaneous 5 . 60 

Office Supplies 65 . 65 

Unused Balance, Transferred to General Fund -. .31 S 500.00 

♦NOTE. — It is impossible to segregate items of printing, on account of the system in 
vogue, whereby printing bills incurred on requisitions drawn on this fund are not submitted 
to the department, but are approved by the Commissioner of Public Printing and sent by 
him to the Secretary of State, who disburses this fund, for payment. 
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CASH FUND— 1913-14 

(Created from the payment of examination fees, required by 
section 12 of the Civil Service Act of 1907.) 

Balance in Hands of State Treasurer, Nov. 30. 1912 S 355 . 20 

RECEIPTS 

Examination Fees, Dec. 1, 1912, to Nov. 30, 1914 1,555.00 $ 1,910.20 

DISBURSEMENTS 

Salaries $ 439 . 49 

Postage 21. 00 

OflSce Supplies 1 . 25 

Examination Fees Refunded (Examination Cancelled) 27 . 00 

Miscellaneous 5 . 00 

Balance, Nov. 30, 1914 1,416.46 $1,910.20 
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DECISIONS OF COURTS AFFECTING CIVIL SERVICE 

While the Commission does not seek unnecessary litigation, it 
calls attention to the fact that in whatever litigation with which it 
has been forced to concern its^f, it has been uniformly sustained 
by the courts. The Commission has been represented in this liti- 
gation mostly by its members. Without fee or compensation of 
any kind or cost to the state, questions very important to the 
general public in the administration of the Civil Service Law have 
been decided. 

CASES 

Clayton vs. The Civil Service Commission of the State of Colorado 
(55 Colo., p. 83; 132 Pac, p. 73). 

This litigation resulted from the examination for Commis- 
sioner of Insurance. This examination was one of the first to be 
held after the Amendment of 1912 became effective and when 
the Commission and employes were not as at present constituted. 

Clayton, the then incumbent, took the examination and passed 
sixth. Clayton instituted a suit claiming: 

(1) That the questions propounded in the examina- 
tion were prepared by a person not a member nor an 
employe of the Civil Service Commission ; 

(2) That the answers to the questions given in the 
examination were marked and graded by persons not mem 
bers nor employes of the Civil Service Commission, and for 
this reason the questions were necessarily known to them 
in advance of the examination. 

The case was carried to the Supreme Court, where Clayton 
was defeated. The court held that the Commissioners had the 
power to have the questions prepared and the ratings made by 
any qualified person selected by them. 
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Fraser vs. Shinn — ^Injunction. 

This controversy arose over the office of State Game and Fish 
Commissioner. The incumbent, Shinn, refused to be examined or 
to comply with the Civil Service Law. Fraser took the examina 
tion and passed with the highest rating. Shinn refused to vacate 
and refused to surrender the books and papers of the office, 
although the Governor had made the appointment of Fraser 
immediately upon his being certified by the Commission. Fraser 
brought a suit in injunction to restrain Shinn from interfering 
with his possession of the books, records, files and offices. The 
preliminary injunction was granted by Judge George W. Allen of 
the District Court, and an appeal was taken to the Supreme Court 
where it is still pending, undertermined. 

The facts involved are these : 

The complaint alleged that Fraser had taken the Civil Service 
examination, had passed highest, had been duly certified, had been 
appointed by the Governor, had filed his oath and bond, and had 
demanded possession of the office, which was refused by Shinn, who 
was maintaining forceful possession of the books and records. 
Further, the complaint alleged that the people were being greatl.y 
injured by reason of the office being inoperative and inactive ; that 
the game and fish laws were being violated; and that great and 
irreparable injury was being done the state by reason of the inac- 
tivity of Shinn and the disadvantage under which Fraser was com- 
pelled to act without possession of the books and records; that, 
under the appointment of Fraser, Shinn was a trespasser without 
color of right or title to the office ; that the complaint did not seek 
to try the title to the office, but merely to obtain possession of the 
books, records, files and paraphernalia of the office. 

The answer of Shinn set up that he was appointed in 1911 
for a period of two years; that. his term expired in 1913; that, bv 
reason of being a "hold-over" and having received his pay through 
certification by the Civil Service Commission, the state was 
estopped to deny his right to the office under the Civil Service Law; 
that he was legislated into office by the adoption of the Amend 
ment to the Civil Service Law which became effective January 22. 
1913 ; that the form of action was not proper and that it was an 
effort to try the title to public office by injunction and that quo 
warranto was the proper remedy. 

The People of the State of Colorado ex Rel. John Rush, District 
Attorney vs. James A. Shinn — In Quo Warranto. 

This case was brought by the District Attorney in the name 
of the people to test the right to the office of State Game and Fish 
Commissioner, claimed by both James A. Shinn and Walter B. 
Fraser; the former being incumbent who refused to take the exam- 
ination given by the Civil Service Commission, and the latter hav- 
ing taken the examination and passed highest. 

The case was tried before Judge John H. Denison of the Dis 
trict Court, whose finding was in favor of the right of Fraser, and 
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the sake of economy in the department, who was both de 
jure and de facto officer at that time. 

The court sustained the demurrer on all the points raised, and 
dismissed the writ. 

Neither the Borcherdt case nor the Pierce case was appealed 
to the Supreme Court. 

Murray vs. Eenehan, as State Auditor. 

Plaintiff was a stenographer in the office of the Public Utili- 
ties Commission. She sought to mandamus the Auditor for her 
salary. He refused payment on the ground that her name was 
not certified by the Civil Service Commission. A demurrer to the 
alternative writ was filed on this ground. The demurrer was 
overruled by Judge George W. Allen in the District Court and his 
decision was affirmed by the Supreme Court by a four-to-three 
decision. The latter court also dismissed the writ of error. No 
opinion was filed. The decision has the effect of leaving the law 
in the greatest uncertainty, as a repeal by implication — a thing 
presumably not favored theretofore — is the result of the court's 
holding. It is difficult to understand wherein the conflict lies, 
and therefore impossible for this Commission to judge what the 
holding might be in the case of emplojes of other subsequently 
created departments, concerning which disputes may arise as* to 
whether or not employes thereof are included, in the classified 
service. The holding of the majority of the Supreme Court leaves 
the door open to political manipulation and further litigation. 
The Commission was divided on the above question, Judge Hicks 
taking the position that it was intended by the legislature to 
exempt the employes of the Public Utilities Commission. 



In all the foregoing cases one or more members of the Com- 
mission appeared as counsel, gratis, in the interests of the merit 
system. 
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SCHEDULES OF EXAMINATIONS 



NOTICE OF EXAMINATIONS 



! FOR 



State Commissioner of Public Printing 

AND 

State Commissioner of Insurance 

Denver, Colo.; Jan. 4, 1913. 

PUBLIC NOTICE is hereby given that examinations for the 
positions of : 

State Commissioner of Public Printing 
will be held January 22, 1913, at Denver. 

INFORMATION 

The above examination is held for the purpose of filling a 
vacancy J-hortly to occur in the position of State Commissioner of 
Public Printing, and for creating an eligible list from which 
vacancies may be filled as they occur. 

This examination is' open to citizens of the State of Colorado, 
who must be practical printers, with a thorough knowledge of the 
details of all kinds of book and job work, and who have had at 
least five years- . experience therein, said experience not more 
than one year removed from date of examination, and must qualify 
in a bond to the State of Colorado in the amount of |20,00(). The 
position carries a sahiry of $2,500 per annum. 

The subjects of the examination and the Aveights given them 
are as follows : Spelling 5, Arithmetic 5, I^etter Writing 5, Pen- 
manship 3, Copying from rough draft 17, Abbreviations 5, Correct- 
ing proof (embracing interpretation of proofreaders' marks) 15, 
Tabulating (arranging of matter in tabular form and indication of 
the cast) 10, Experience as job and book compositor, estimating 
and computing job and book work 35. 
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SCHEDULE OF EXAMINATIONS 

TO BE HELD BY THE 

Civil Service Coimnission of the State of Colorado 

Denver, Colo., August 18, 1913. 

PUBLIC NOTICE is hereby given that the Civil Service Com- 
mi!i«ion of the State of Colorado will hold open, competitive exam- 
inations for positions in the State Institutions and Departments, 
as follows, to-wit : 

Last Day 
Da'eof fo' 'Filing 

Salary Examination Applications 

Position Per Month 1913 1913 

♦Clerk (two grades) S 25 to $100 Oct. 18 Oct. 10 

♦Stenographer (two grades ) 25 to 100 Oct. 18 Oct. 10 

♦Typist 25 to 50 Oct. 18 Oct. 10 



♦Bookkeeper % 25 to $100 Oct. 25 Oct. 20 

(NOTE — Applicants for above-named positions may take any or all by so stating on the 
application blank.) 

♦Printer (Teacher of Printing) $ 60 Oct. 25 Oct. 20 

Nurse Attendant (for the Insane) $ 25 to $ 33 Oct. 20 Oct. 15 

Nurse (Practical) 25 to 50 * Oct. 20 Oct. 15 

Nurse (Professional) Regular rates Oct. 20 Oct. 15 

Matron and Nurse for Children $ 20 to $ 50 Oct. 20 Oct. 15 

Matron and Housekeeper 10 to 35 Oct. 20 Oct. 15 

Supervisor for Boys and Girls 25 to 35 Oct. 20 Oct. 15 

♦Guard (Penitentiary and Reformatory) $ 65 to $ 75 Oct. 25 Oct. 20 

♦Turnkey, Cell-House Keeper, Overseer 

r $ 25 to $ 85 Oct. 25 Oct. 20 

♦Watchman (Gatcman, etc.) 

Cook $ 20 to $ 75 Oct. 30 Oct. 25 

Baker 20 to 60 Oct. 30 Oct. 25 

Laundryman and Laundress 20 to 65 Oct. 30 Oct. 25 

Seamstress (Teacher of Dressmaking) 25 to 40 Oct. 30 Oct. 25 

Tailor (Teacher of Tailoring) 50 to 95 Oct. 30 Oct. 25 

Blacksmith (Teacher of Smithing) 70 Oct. 30 Oct. 25 

Shoemaker (Teacher of Shoemaking) 70 Oct. 30 Oct. 25 

Carpenter paid by the hour, or $ 50 to $75 . Nov. 8 ^ Nov. 1 

Plumber (Plumbers* Helper) paid by the hour, or 40 Nov. 8 Nov. 1 

Chaplain (and Teacher) 30 to 75 Nov. 15 Nov. 10 

Sloyd Teacher 60 Nov. 15 Nov. 10 

Mason (and Teacher of Masonry) 60 Nov. 15 Nov. 10 

* 

Dairyman 30 to 45 Nov. 15 Nov. 10 

Driver and Hostler 25 Nov. 15 Nov. 10 

Superintendent of Stables 60 to $ 90 Nov. 15 Nov. 10 

Herdsman (Fort Collins) 60 Nov. 16 Nov. 10 

Farmer (Ranch Superintendent) 



Farm Hands for Teaming, Irrigating, etc. 



40 to 100 Nov. 22 Nov. 17 
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Last Day 
Date of for Fi iciff 

Salary Examination Appiicatioos 

Position Per Month 1913 1913 

Gardener, Florist 25 to 75 Nov. 22 Nov. 17 

♦Machinist by the hour, or $ 70 Nov. 22 Nov. 17 

♦Electrician 60 to $110 Nov. 22 . Nov. 17 

♦Engineer 100 to 110 Nov. 22 Nov. 17 

Fireman $ 25 to $ 75 Nov. 22 Nov. 17 

Janitor 25 to 75 Nov. 22 , Nov. 17 

Elevator Pilot 25 to 75 Nov. 22 Nov. 17 

♦Telephone Operator $ 25 to $ 75 Dec. 6 Dec. 1 

♦Librarian 40 to 125 Dec. 6 Dec. 1 

♦Quartermaster, Commissary, Steward, etc 30 to 125 Dec. 6 Dec. 1 

Laborers, Yard Men, Domestics, Carboys, Maids, 
etc S 20 to $65 Dec. 6 Dec. 1 

(The salaries for positions in institutions are generally supplemented by maintenance.) 

Those applying for examinations marked thus (*) may take 
any of such examinations at any one of the following places : 



Boulder 


Denver 


Granby 


Lramar 


Buena Vista 


Durango 


Grand Junction 


Leadville 


Canon City 


Port Collins 


Greeley 


Monte Vista - 


Colorado Springs 


Fort Morgan 


Gunnison 


Montrose 


Cripple Creek 


Glenwood Springs 


Hugo 


Pueblo 


Delta 


Golden 


La Junta 


Steamboat Springs 
Trinidad 



Those applying for positions not marked thus (*) need not 
present themselves at any given examination point, as no written 
tests will be given for these positions, the examination being con- 
fined to experience and personal fitness for the i)Osition sought, 
and ratings will be made on experience, training, qualifications 
and personal characteristics, as &hown on the application blank, 
by answers to questions pertaining to experience in each separate 
position appearing on the application blank, and by investigation 
of references, record, etc. 

All applications must be made on blanks furnished by the 
Commission and filed with the Commission, either in person or 
by mail, on or before the last days named in the schedule. These 
application blanks will be furnished on request during the period 
of thirty days immediately preceding the last days for filing appli- 
cations'. 

In requesting application blanks of the Commission, appli- 
cants should state specifically the position, or positions, for which 
examination is desired. 

For application blanks and further information, address: 

Civil Service Commission of the State of Colorado, 

ERWIN L. REGENNITTER, 

Secretary and Chief Examiner, 

Capitol Building, Denver, Colo. 
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SCHEDULE OF EXAMINATIONS 

TO BE HELD BY THE 

Civil Service Oommission of the State of Colorado 

Denver, Colo., November 28, 1913. 

NOTICE IS HEREBY GIVEN that the Civil Service Com- 
mission of the State of Colorado will hold open, competitive exam- 
inations for the purpose of creating eligible lists for the positions 
hereinafter named, as* follows : 

Last Day DtUi of 

for Fifing Examination 

Position Salary 1913 1913 

Ward3n of the State Reformatory $ 2,500.00 Dec. 17 Dec. 22 

Deputy Warden of the Reformatory 1,200.00 Dec. 17 Dec. 22 

Game and Fish Commissioner 2,000.00 Dec. 17 Dec. 23 

Deputy Game and Fish Commissioner 1,500,00 Dec. 17 Dec. 23 

Superintendent of State Fish Hatcheries 1,500.00 Dec. 17 Dec. 23 

Inspector of Steam Boilers 2,500.00 Dec. 17 Dec. 24 

Deputy Inspector of Steam Boilers 1,800.00 Dec. 17 Dec. 24 

1914 1914 

Superintendent of the State Insane Asylum 3,000.00 Jan. 8 Jan. 15 

Assistant Superintendent of the State Insane 

Asylum 1,500.00 Jan. 8 Jan. 16 

Physicians and Alienists at the Insane Asylum and f 1,200. 00 to Jan. 8 Jan. 15 

the State Home and Training School for Mental "1 , ,_^ _^ 
Defectives ^ l.oOO.OO 



These examinations will all be held in the Chamber of the 
House of Representatives, Capitol Building, Denver, Colorado, at 
9 oYlock a. m., on the dates given above. 

These examinations will be open to qualified electors of the 
State of Colorado. 

Applicants for examination for the position of Inspector of 
Steam Boilers are required by statute to be well qualified, from 
practical experience, in the use and construction of boilers, 
engines, generators, superheaters, and their appurtenances used for 
the generating of steam for power, steaming or heating purposes, 
to enable them to judge of their safety for use as such, and shall 
be neither directly nor indirectly interested in tlie manufacture, 
ownership or sale thereof. 

Applicants for examination for the position of Deputj- 
Inspector of Steam Boilers are required by statute to have not 
less than five years' actual practical experience in the operation 
of steam engines, steam boilers and steam machinery. 

Applicants for examination for the position of Superintend- 
ent of the State Insane Asylum are required by statute to be 
physicians, graduates of an incorporated medical college, of at least 
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ten years' experience in the practice of its profession, and with at 
least five j^ears' actual experience in a hospital for the treatment 
of the insane. 

Applicants for examination for the position of Assistant 
Superintendent of the State Insane Asylum are required to be 
physicians' of at least five years' practice in their profession. 

Applications for the above examinations must be made on 
blanks furnished by the Commission and filed at the office of the 
Commission in Denver, either in person or by mail, on or before 
the last days for filing named above. 

For application blanks and further information, address : 
Civil Service Commission of the State of Colorado, 

ALICE ADAMS FULTON, 

Secretary and Chief Examiner, 
Capitol Building, Denver,- Colo. 
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SCHEDULE OF EXAMINATIONS 

TO BE HELD BY THE 

Civil Service Commission of the State of Colorado 

Denver, Colo., November 28, 1913. 

NOTICE IS HEREBY GIVEN that the Civil Service Com- 
mission of the State of Colorado will hold open, competitive exam- 
inations for the purpose of creating eligible lists for the positions 
hereinafter named, as* follows : 

Last Day Date of 

for Filing Exaxninatioii 

Pot'itioD Salary 1913 1913 

Ward 3D of the State Reformatory $ 2,500.00 Dec. 17 Dec. 22 

Deputy Warden of the Reformatory 1,200.00 Dec. 17 Dec. 22 

Game and Fish Commissioner 2,000.00 Dec. 17 Dec. 23 

Deputy Game and Fish Commissioner 1,500.00 Dec. 17 Dec. 23 

Superintendent of State Fish Hatcheries 1,500.00 Dec. 17 Dec. 23 

Inspector of Steam Boilers 2,500.00 Dec. 17 Dec. 24 

Deputy Inspector of Steam Boilers 1,800.00 Dec. 17 Dec. 24 

1914 1914 

Superintendent of the State Insane Asylum 3,000.00 Jan. 8 Jan. 15 



Assistant Superintendent of the State Insane 

Asylum 1,500. 00 Jan. 8 Jan. 15 

Physicians and Alienists at the Insane Asylum and f 1,200. 00 to Jan. 8 Jan. 15 

the State Home and Training School for Mental i , ... . _ 

Defectives ^ 1.500.00 



These examinations will all be held in the Chamber of the 
House of Representatives, Capitol Building, Denver, Colorado, at 
9 o^lock a. m., on the dates given above. 

These examinations will be open to qualified electors of the 
State of Colorado. 

Applicants for examination for the position of Inspector of 
Steam Boilers are required by statute to be well qualified, from 
practical experience, in the use and construction of boilers, 
engines, generators, superheaters, and their appurtenances used for 
the generating of steam for power, steaming or heating purposes, 
to enable them to judge of their safety for use as such, and shall 
be neither directly nor indirectly interested in the manufacture, 
ownership or sale thereof. 

Applicants for examination for the position of Deputy 
Inspector of Steam Boilers are required by statute to have not 
less than five years' actual practical experience in the operation 
of steam engines, steam boilers and steam machinery. 

Applicants for examination for the position of Superintend- 
ent of the State Insane Asylum are required by statute to be 
physicians, graduates of an incorporated medical college, of at least 
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ten years' experience in the practice of its profession, and with at 
least five years' actual experience in a hospital for the treatment 
of the insane. 

Applicants for examination for the position of Assistant 
Superintendent of the State Insane Asylum are required to be 
physicians* of at least five years' practice in their profession. 

Applications for the above examinations must be made on 
blanks furnished by the Commission and filed at the office of the 
Commission in Denver, either in person or by mail, on or before 
the last days for filing named above. 

For application blanks and further information, address : 
Civil Service Commission of the State of Colorado^ 

ALICE ADAMS FULTON, 

Secretary and Chief Examiner, 
Capitol Building, Denver,- Colo. 
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METHOD OF CONDUCTING AN 
ASSEMBLED EXAMINATION 



(1) Notice of each examination is published in accordance 
with the Rules, which notice sets forth the uature of the examina- 
tion, the date upon which the same will be held, the final date for 
receipt of applications', and the preliminarj^ requirements, if any, 
for entry to the examination. 

(2) Upon receipt of request for application blanks, after 
the examination has been advertised, the applicant receives a no- 
tice giving more specific information regarding the examination, 
including the subjects covered in the examination, together with 
their weights, and at the same time the application blanks are 
furnished, which must be filled out and filed at the office of the 
Commission on or before the last day named in the published 
schedule. 

(3) The applications are then examined for the purpose of 
ascertaining whether or not the applicants have complied with 
the preliminary Tequirements, such as age, residence, citizenship, 
and the statutory requirements in cases where they exist, which 
entitle them to enter the examination. 

(4) After the last day for filing, notices to appear for exam- 
ination at the hour and place designated are sent to applicants who 
have filed their applications and are entitled to enter the examina- 
tion ; but each such notice states specifically that the examination 
of the applicant is not conclusive that his application has* been 
finally accepted, and that he may be disqualified for cause even 
after examination. 

(5) At the time and place designated, the applicants are 
assembled for examination. Each is handed a large envelope, 
numbered, and a slip bearing the same number which appears on 
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(13) The ratings on the written examination and on "Experi- 
ence" are made up in separate tables, and when such ratings have 
been approved by the Commission, the "Official Envelopes" are 
opened, in the presence of the Commissioners. The identity of 
"Candidate No. 1" being thus disclosed, his rating on the written 
examination is added to his rating on "Experience," and his total 
average rating is ascertained. 

All applicants are then notified of their ratings, the rank 
in which they stood, and whether they passed or failed. 

The eligible list is* then made up, containing all the necessary 
information, and the examination papers are indexed and filed. 
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the envelope. This number is used for identification during the 
conduct of the examination only, and then dcfetroyed. 

(6) The applicant is first required to fill out a "Declaration 
Sheet," which he then places, together with the State Treasurer's 
receipt for the examination fee, both bearing his name, in an 
"Official Envelope," which is sealed and, in turn, placed in the 
large envelope. All the papers referred to in this paragraph are 
handed the applicant on entrance to the examination room, except- 
ing the receipt for the fee, which he must present for admittance. 
The applicant is cautioned not to place any number or any mark of 
any kind on the official envelope or any of the other papers by 
which his identity might become known to the examiners. If an 
identification mark of any kind appears on any of the papers, the 
applicant is disqualified and his papers are not rated. 

(7) The applicant is then handed a "Preliminary Sheet,'' 
with printed instructions in regard to the examination, and also 
containing a list of the subjects to be covered in the examination, 
with the percentage to be given each subject, corresponding with 
the first notice which accompanied the application blank. This 
preliminary sheet is for the information and guidance of the appli 
cant and is placed in the large envelope with all the other papers 
at the close of the examination. It is on thre spaces provided on 
this preliminary sheet that the final ratings are placed. 

(8) Question sheets pertaining to each subject to be covered 
are given out separately, or in such order that no one leaves* the 
room leaving a subject or sheet unfinished. 

(9) Should an applicant retire during the examination, or 
should they all leave the room for lunch, no unfinished subjects 
or pages are left upon the desks, but all papers must be placed in 
the large envelope, which is handed to the examiner in charge and 
which is not returned to the applicant ; but the applicant retains 
the number corresponding to that on the large envelope in order 
that all papers at the close of the examination may be placed in 
his envelope, which is identified by the number on the slip. 

(10) At the conclusion all papers are placed in the numbered 
envelopes; the applicant then seals his envelope and destroys the 
slip bearing his number ; and the corresponding number on the en- 
velope is erased. 

(11) Each envelope is later numbered, the seal broken and 
all the pai)ers, and the official envelope contained in it, are given 
an identical number, in order that the papers of each applicant 
may be kept together. The ])apers are then rated, the identity of 
the applicants remaining unknown ; the final averages, exclusive of 
"Experience" being credited to "Candidate No. 1," etc. 

(12) The subject of "Experience and Personal Qualifica- 
tions" is rated on the applications, and the ratings on that subject 
are, of course, credited to the candidate whose name is necessarily 
known. 



CIVIL SERVICE COMMISSION ' 61 

(13) The ratings on the written examination and 6n "Experi- 
ence" are made up in separate tables, and when such ratings have 
been approved by the Commission, the "Official Envelopes" are 
opened, in the presence of the Commissioners. The identity of 
"Candidate No. 1" being thus disclosed, his rating on the written 
examination is added to his rating on "Experience," and his total 
average rating is ascertained. 

All applicants are then notified of their ratings, the rank 
in which they stood, and whether they passed or failed. 

The eligible list is then made up, containing all the necessary 
information, and the examination papers are indexed and filed. 
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APPENDIX V. 



STATISTICAL ABSTRACT 



TABLE L 



Examinations Held, Number Passed or Failed and Certified 

- The following table fflTes the number of applicants examined, the number passed, 
number failed and the number certified on requisition, during the biennial period: 



Date of 
Exam. 1913 

Jan. 22 

23 

Mar. 4 

10 

Oct. 18 



20 
25 



30 



Nov. 8 
15 



22 

Dec. 11 

22 
23 

24 

1914 
Jan. 15 
July 15 
Oct. 24 



Examination For 



Commissioner of Public Printing .... 

Commissioner of Insurance 

Commissioner of Immigration 

Deputy Commissioner of Immigration 

Inspector of Oils 

Deputy Inspector of Oils 

♦Clerk (Grade A) 

Clerk (Grade B) 

: :Stenographer (Grade A) 

■ Stenographer (Grade B) 

Clerk and Stenographer 

Matron and Housekeeper 

Bookkeeper 

Printer and Teacher of Printing 

Guard (Penitentiary and Reformatory) 

Watchman 

Cook 

Seamstress 

Blacksmith and Teacher of Smithing. 

Shoemaker and Teacher of Shoemak- 



ing. 



Carpenter and Sloyd Teacher 

Chaplain and Teacher 

Herdsman 

Farmer, Ranch Superintendent, etc. . . 

Machinist 

Electrician 

§Engineer (Stationary) 

Fireman 

Janitor 

Telephone Operator 

Librarian (School of Mines) 

Librarian (Traveling Library) 

Librarian (General and Assistant) . . . 

Steward, Quartermaster, etc 

Warden of State Reformatory 

Deputy Warden of State Reformatory 

Game and Fish Commissioner . • 

Deputy Game and Fish Commissioner 
Superintendent of State Fish Hatch- 
eries 

Inspector of Steam Boilers 

Deputy Inspector of Steam Boilers . . . 



Superintendent State Insane Asylum . 

Secretary State Wage Board 

llClerk 

IlStenographer 

II Clerk and Stenographer 



Applicants 
Examined 



20 

13 

37 
7 
6 
4 

25 
4 

11 
1 
6 

13 
7 
2 

15 
5 
2 
3 
1 

2 
2 
4 
1 
5 
2 
4 
5 
5 
3 
6 
3 
4 
7 
2 
18 
13 
14 
9 

7 
17 
19 

1 
7 



342 



No. 
Passed 



12 
11 
21* 

1 

3 

3 
13 



8 



5 
11 

7 

2 
13 

3 

2 

3 

I 

2 
2 
4 
1 
5 
2 
3 
4 
5 
3 
6 
2 
1 
4 
1 
9 
5 
5 
8 

5 
11 
13 

1 
4 



225 



No. 
Failed 



8 
2 

16 
6 
3 
1 

12 
4 
3 
1 
1 
2 


2 
2 










1 
1 



1 
3 
3 
1 
9 
8 
9 
1 

2 
6 
6 


3 



117 



No. 
Certified 



1 
1 
1 

1 
2 
3 

3 

3 
3 

1 
7 
1 





1 


1 
1 


1 
1 

1 



1 
1 
1 
1 

1 
1 
2 

1 
1 



43 



♦Positions paying S60 to $100 per month. One clerk refused temporary appointment. 

tPositions paying less than $60 per month. 

tPositions paying $60 to $100 per month. Three stenographers refused temporary ap- 
pointment and one certified to two temporary positions. 

§Three engineers refused appointment, not being plumbers as required. The fourth appli- 
cant failed to notify the Commission of his whereabouts. 

II Examinations for "clerks" and "stenographers" were held on October 24, 1914. and 250 
applicants were examined. The results of these examinations have not yet been obtained. 
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Examinations for the following positions were advertised to 
be held on the following dates, respectively. For these examina- 
tions no applications were filed : 



Typist 

Nurse- Attendant (for insane) 

Nurse (practical) 

Nurse (professional) 

Matron iftid Nurse for Childrea 

Supervisor for Boys and Girls 

Turnkey, Cell-House Keeper, Overseer 

Baker 

Laundryman and Laundress 

TaUor r 

Plumber 

Mason 

Dairyman , 

Driver and Hostler 

Superintendent of Stables 

Farm Hands for teaming, irrigating, etc 

Gardener, Florist 

Elevator Pilot 

Laborers, Yard Men, Domestics, Car Boys, Maids, etc 
Physicians and Alienists 



1913 
Oct. 18 



Oct. 


20 


Oct. 


20 


Oct. 


20 


Oct. 


20 


Oct. 


20 


Oct. 


25 


Oct. 


30 


Oct. 


30 


Oct. 


30 


Nov. 


8 


Nov. 


15 


Nov. 


15 


Nov. 


15 


Nov. 


15 


Nov. 


22 


Nov. 


22 


Nov. 


22 


Dec. 6 

1914 
Jan. 15 
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TABLE III. — Continued 



Position Filled 



No. Appts. 



Industrial Teacher. . 
Insurance Examiner. 



2 
2 



Janitor 22 

Laborer 76 

Laundress 24 

Laundryman 7 

Librarian 1 

librarian (Assistant) 6 

Machine Operator 1 

Machinist 1 

Manager Integral Club (School of Mines) 2 

Mange Inspector 5 

Matron 34 

Medical Inspector 1 

Messenger 1 

Multigraph Operator .' 1 



Night Captain 

Night Captain (Assistant) 

Night Superintendent Hospital. 



1 
1 
1 



Nurse •. . . . 13 

Nurse (Attendant, Insane) 138 



Orchestra Teacher. 
Overseer 



Painter 

Parole OflBcer 

Physician 

Physicist 

Physicist (Assistant) 

Pure Food Commissioner. 



I 
1 

2 
3 
9 
I 
1 
1 



Positions Filled 



No. Appts. 



Ranch Overseer 4 

Road Supervisor 2 

Seamstress 5 

Secretary 2- 

Spawn Collector 12 

State Bank Commissioner 1 

State Bank Commissioner (Chief Deputy) 1 

State Bank Commissioner (Deputy) .... 2 

State Engineer 1 

State Engineer (Deputy) 2 

State Highway Commissioner 1 

Stenographer 22 

Stenographer and Bookkeeper 2 

Steward 2 

Stockman * 1 



Tailor 

Teacher (Scholastic) 

Teacher (Cooking and Basketry) 

Teamster 

Telephone Operator 

Topographer 

Typist ' 



2 
3 
1 
2 
3 
1 
1 



Utility Man. 



Visitors* Attendant. 



Waitress 5 

Warden State Reformatory 1 

Watchman 10 



Yardman . 



Total 724 



It may be stated, in explanation of the above table, that, in every case where a provisional 
or temporary appointment was authorized on nomination for non-competitive examination, the 
person nominated was required to file an application under oath, setting forth his experience and 
qualifications in detail, and giving references to former employers, all of which were carefully 
examined and verified by the Commission. 
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TABLE m. 



Provisional and Temporary Appointments 

In the absence of adequate or appropriate eligible lists, the 
following provisional and temporary appointments were author- 
ized during the biennial period on nomination for non-competitive 
examination, in conformity with Rule VII., subdivision 1, 
paragraph 1 : 



Position Filled 



No. Appts. 



Accountant 1 

Accountant Clerk 1 

Appraiser (Land Board) 1 

Assay Stock Man 1 

Assistant at Fish Hatchery 4 

Assistant in Irrigation 1 

Assistant Recorder 1 

Assistant Shopman 1 

Assistant Superintendent State Home for 

Dependent and Neglected Children ... 1 

Baker 3 

Bookkeeper 1 

Boys' Supervisor 5 

Brand Clerk 1 

Brand and Sanitary Inspector 7 

Brand and Sanitary Inspector (Special) . . 7 

Butcher 3 

Car Boy 11 

Carpenter 16 

Cement Construction Supervisor 1 

Chaplain 3 

Chemist 1 

Chief Clerk 3 

Chief Nurse and Assistant Physician .... 1 

Clerical Assistant 4 

Clerk 12 

Clerk (Assignable) 1 

Clerk and Stenographer 5 

Clerk, Stenographer and Bookkeeper. ... 1 

Clinical C^erk 1 

Commandant Soldiers' and Sailors' Home 1 

Cook 29 



Position Filled 



No. Appts. 



Dairy 'Inspector 1 

Dairyman 5 

Deputy Factory Inspector 1 

Deputy Game Warden 4 

Deputy State Entomologist 1 

Deputy State Examiner 1 

Dietitian 1 

Dining-Room Manager 1 

Domestic 34 

Domestic Science Teacher 1 

Elevator Pilot 1 

Engineer (Stationary) 7 

Engineer, Draftsman, and Bookkeeper. . 1 

Farmer C 

Farmer and Guard 1 

Field Assistant (Geological Survey) 1 

File Clerk 1 

Fireman 14 

Fish Man 4 

Food Inspector l 

Gardener 2 

Gateman l 

General Assistant (Geological Survey) ... 5 

Geologist 4 

Guard 26 

Head Matron 4 

Herdsman 6 

* Hospital Maid 4 

Hospital Steward 2 

Hydrographer 3 
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TABLE IIL — Continued 



Position Filled 



No. Apptfl. 



Industrial Teacher. . 
Insurance Examiner. 



2 
2 



Janitor 22 

Laborer 76 

Laundress 24 

Laundryman 7 

Librarian 1 

Librarian (Assistant) 6 

Machine Operator 1 

Machinist 1 

Manager Integral Club (School of Mines) 2 

Mange Inspector 6 

Matron 34 

Medical Inspector 1 

Messenger 1 

Multigraph Operator ' 1 

Night Captain 1 

Night Captain (Assistant) 1 

Night Superintendent Hospital 1 

Nurse '. . . . 13 

Nurse (Attendant, Insane) 138 



Orchestra Teacher. 
Overseer 



Painter 

Parole OflBcer 

Physician 

Physicist 

Physicist (Assistant) 

Pure Food Commissioner. 



1 
1 

2 
3 
9 
1 
1 
1 



Positions Filled 



No. Appts. 



Ranch Overseer 4 

Road Sui>ervisor 2 

Seamstress 5 

Secretary 2 

Spawn Collector 12 

State Bank Commissioner 1 

State Bank Commissioner (Chief Deputy) 1 

State Bank Commissioner (Deputy) .... 2 

State Engineer 1 

State Engineer (Deputy) 2 

State Highway Commissioner 1 

Stenographer 22 

Stenographer and Bookkeeper 2 

Steward 2 

Stockman 1 



Tailor 

Teacher (Scholastic) 

Teacher (Cooking and Basketry) 

Teamster 

Telephone Operator 

Topographer 

Typist 



2 
3 
1 
2 
3 
1 
1 



Utility Man. 



Visitors' Attendant 



Waitress 5 

Warden State Reformatory 1 

Watchman 10 



Yardman . 



Total 724 



It may be stated, in explanation of the above table, that, in every case where a provisional 
or temporary appointment was authorized on nomination for non-competitive examination, the 
person nominated was required to file an application under oath, setting forth his experience and 
qualifications in detail, and giving references to former employers, all of which were carefully 
exanuned and verified by the Commission. 
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TABLE V. — Continued 



DEPARTMENT OR INSTITUTION 



GRADES 



State Entomologist 

Board of Equalization 

Game and Fiah Department | . . . . 2 

Geological Survey 

Governor's Office 

Board of Health 

Highway Commission 

Historical and Natural History Society 

Board of Immigration 



5 
9 



Superintendent of Public Instruction (including 

State Teacher of Adult Blind and Assistant State 
Librarian) 

Commissioner of Insurance 



State Board of Land Commissioners 

Traveling Library Commission 

Meat Inspection Department 

Bureau of Mines 

Inspector of Oils 

Comnussioner of Public Printing 

fPublic Utilities Commission 

Secretary of State (including Bureau of Labor Sta- 
tistics and Factory Inspection Department) . . . . 

}:Board of Stock Inspection Commissioners (includ- 
ing State Veterinarian) 

Supreme Court 

State Tax Commission 

State Treasurer 

State Wage Board 



34 



Senate . 



House of Representatives 

{District Court, Second Judicial District (City and 
County of Denver) 

SCounty Court, City and County of Denver. ...... 

§County Court, El Paso County 

SCounty Court, Fremont County 

(ITotals 



95 ,305 271 



23 
6 
3 

8 
4 
2 



5 I 6 



1 
1 

8 



2 
5 < 

15 

1 

1 

2 

2 



31 
10 

3 

9 

1 

32 

40 

14 
13 

4 



345 



4 
1 



1 
1 



5 



8 
3 

1 



61 



Total 



6 



1 
1 



2 . 






1 
1 



1 
1 

1 

2 



26 



2 
3 



7 
1 



28 



4 

1 

31 

37 

3 

14 

r. 

2 

1 

o 

7 

17 
1 
1 
7 
3 
1 



43 

37 
13 

7 
10 

1 
41 
52 

31 
20 

5 

2 



1,131 



tUnder litigation. 

iThere are a number of special brand and sanitary inspectors who are employed at irregular 
intervals and paid at the rate of 3 cents per head for inspections and cannot be properly placed 
in any one of the grades. At this date these special inspectors number 48. 

§AlLcourts not specifically mentioned herein have failed to comply with the express pro- 
visions of the Civil Service Law and are liable to the accumulated fines thereunder for non- 
compliance. ■• 

II The total number of persons in the cfassified service, with the addition of the 48 special 
inspectors above mentioneci, is 1,179, of whom about 800 are men and about 379 are women. 



CIVIL SEUVICK COMMISSION 



97 



TABLE VL 



Transfers 

The following transfers were authorized during the biennial 
period : 



TRANSFERRED FROM POSITION 



Superintendent 

State Insane Asylum 

Stenographer 

/5tate Board of Horticulture 

Stenographer 

State Railroad Commission 

Stenographer 

State Board of Horticulture 

Stenographer 

Justice of Court of Appeals 

Inheritance Tax Clerk 

State Treasurer's Office 

Stenographer 

State Board of Health 

Tailor 

State Reformatory 

Watchman 

Industrial School for Boys 



TO 



Superintendent 

State Home and Training School for 
Mental Defectives 

Stenographer 

State Railroad Commission 

Stenographer 

State Board of Horticulture 

Stenographer and Clerk 

Inspector of Steam Boilers 

Stenographer 

Another Justice of Court of Appeals 

Clerk 

Board of Equalization 

Stenographer 

Inheritance Tax Department 

Tailor 

State Insane Asylum 

Watchman 

State Capitol Building 



(4) 



9() 



BIENNIAL REPORT 



TABLE V. — Continued 



DEPARTMENT OR INSTITUTION 



State Entomologist 

Board of Equalization 

Game and Fish Department 

Geological Survey 

Governor's Office 

Board of Health 

Highway Commission 

Historical and Natural History Society 
Board of Immigration 



GRADES 



2 

7 



Superintendent of Public Instruction (including 

State Teacher of Adult Blind and Assistant State 
Librarian) 

Commissioner of Insurance 



5 
9 



State Board of Land Commissioners 

Traveling Library Commission 

Meat Inspection Department 

Bureau of Mines 

Inspector of Oils 

Commissioner of Public Printing 

fPublic Utilities Commission 

Secretary of State (including Bureau of Labor Sta- 
tistics and Factory Inspection Department) .... 

{Board of Stock Inspection Commissioners (includ- 
ing State Veterinarian) 

Supreme Court 

State Tax Commission 

State Treasurer 

State Wage Board 



o 



34 



Senate , 



House of Representatives 

§District Court, Second Judicial District (City and 
County of Denver) 

SCounty Court, City and County of Denver. ...... 

§Couuty Court, El Paso County 

§County Court, Fremont County 

IITotals 



1 ... 



95 1305 271 



23 
6 
3 

8 
4 
2 



2 
5 

15 

1 

1 

2 

2 



31 
10 

3 

9 

1 

32 

40 

14 
13 

4 



345 



4 
1 



1 
1 



5 



8 
3 

1 



61 



5 


6 


7 


Total 








4 


1 






1 


1 




... - 


31 


8 


6 


1 


37 
3 



1 . 



1 
1 



1 
1 

1 

2 



26 



1 

1 1 



2 

3 



7 
I 



28 



14 

2 
1 

5 

7 

17 
1 
1 
7 
3 
1 



43 

37 
13 

7 
10 

1 
41 
52 

31 
20 

6 

2 



1.131 



tUnder litigation. 

JThere are a number of special brand and sanitary inspectors who are employed at irregular 
intervals and paid at the rate of 3 cents per head for inspections and cannot be properly placed 
in any one of the grades. At this date these special inspectors number 48. 

§All courts not specifically mentioned herein have failed to comply with the express pro- 
visions of the Civil Service Law and are liable to the accumulated fines thereunder for non- 
compliance. 

||The total number of persons in the cfassified service, with the addition of the 48 special 
inspectors above mentioneci, is 1,179, of whom about 800 are men and about 379 are women. 
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TABLE VI. 



Transfers 

The following transfers were authorized during the biennial 
period : 



TRANSFERRED FROM POSITION 

Superintendent 

State Insane Asylum 

Stenographer 

♦State Board of Horticulture 

Stenographer 

State Railroad Commission 

Stenographer 

State Board of Horticulture 

Stenographer 

Justice of Court of Appeals 

Inheritance Tax Clerk 

State Treasurer's Office 

Stenographer 

State Board of Health 

Tailor 

State Reformatory 

Watchman 

Industrial School for Boys 



TO 



Superintendent 

State Home and Training School for 
Mental Defectives 

Stenographer 

State Railroad Commission 

Stenographer 

State Board of Horticulture 

Stenographer and Clerk 

Inspector of Steam Boilers 

Stenographer 

Another Justice of Court of Appeals 

Clerk 

Board of Equalization 

I 

Stenographer 

Inheritance Tax Department 

; Tailor 

, State Insane Asylum 

Watchman 

State Capitol Building 



(4) 
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TABLE 



Comparative Statistical Table, Showing in Detail Appropriations 

and Amount of Work Done, in 



California 



Total Appropriation (present fiscal year) 
Total Appropriation (past fiscal year) . . . 



$25,000 
25,000 



Total Expenditures (last year) , 24,109 . 27 

Number of Commissioners ' 3 

Present Yearly Salary of Each (Chairman) 

Present Yeariy Salary of Each (Members) (3)$ 3,000 

Salary of Chief Examiner -. 1 o Ann 

Salary of Secretary / ^•*"" 

Salary of Assistant Chief Examiner 

Salary of Assistant Secretary 

Salary of Chief Clerk 1,500 

Salary of Special Examiner 



Colorado 



Salaries of Examiners, 



Salary of Examination Clerk. 
Salary of Clerk 



480 



$ 5.800 
5.800 
*500 
5,458.27 
3 
r Serve 

1 without pay 

2,400 



1,500 




Salary of Emergency Examiners, Clerks, etc. 



Salary of Physical Inspector 

Salary of Pay-Roll Inspection Clerk, 



1,500 



Salary of Register of Labor, 
Salary of Messenger 



Salary of Typist. 

Number of Local Examiners and Their Expense, 



Salaries of Stenographers 1(1) 1,080 (1) 1,200 

'(2) 960 
(1) 900 



(2) 540 
I As required 



Number of Examinations Held Last Year: 
(a) Competitive — open 



County ofl&cials 

serve without 

pay 



(b) 

(c) 
(d) 



Non-competitive — permanent appointments . 
Non-competitive — provisional appointments , 

Promotional — competitive 

Promotional — non-competitive 



29 
14 



40 
105 
556 



Number of Candidates Examined: 



(a) 
(b) 
(c) 



Competitive — open 

Competitive — promotional . 
Non-competitive 



Present Number of State Employes in Classified Service 
Number of State Employes Not in Classified Service. . . 



2,019 

"526 

4,489 
345 



334 



661 

1,179 
Record incom- 
plete 



"'For incidental and contingent expenses for biennial period 

There are nine states having Civil Service Commissions. The ninth (Connecticut), not 
herein referred to, has been inactive. 
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vn. 



for Civil Service Commissions, Number of Employes, Salaries Paid 
Eight States, Including Colorado 



Illinois 


Massachusetts 


1 
New Jersey New Yorl^ 


! 

Ohio j Wisconsin 


$46,440 i $57,966.68 
33.300 55.000 


$25,000 


$74,750 
70,993.25 

' 68,729.36 


$66,820 
17,020 


$23,565 
23.565 


37.041.21 56.869 01 




17,020 
3 




3 3 
S 4.000 1 $ 2.500 


3 
$ 2,500 


' 3 


(2) 3,000 (2) 2,000 
^ fion I ' 3,500 


(2) 2,000 
3,000 
2,000 


(3) $5,000 
3,600 
4,000 
3,000 
2,200 
1,800 


(3) $ 4,000 
3,000 


(3)$ 800 
} 3,000 


1,680 


2,500 




1,980 


















l.OSO 








(1) 1,900 
(1) 1,700 








• 


(1) 2,000 
(1) 1,300 

(1) 1,800 

(2) 1,200 




"•1,500 ■ 


- • 




m 


^ 


(2) 1.700 




i" •• 


1,200 


22 clerks and 

stenogs paid 

from $1,800 to 

$360 




(1) 1,000 
(3) 720 
(1) 600 


(3) 840 . 
(1) 900 

5 clerks paid 
from $1,560 to 

$720 
(1) 900 
(3) 840 


[(1) 900 y 






(1) 660 


(1) 1,100 






11 stenoKS. 

paid from 

$1,300 to $480 


(1) 900 


(1) 1,020 
(3) 960 

(2) 900 


(1) 2,500 
(1) 1.800 
(1) 1,000 
(1) 2,000 




(1) 780 






















840 






















7 in addition to 






65 regulars and 
assistants: total 
cost, $5,854.95 






state employes 
at $5 per day 




« 






104 


2,525 
85 




186 
240 


(Just begun) 


162 






91 










4 


14 
57 

6.250 




63 
42 

7,364 

1,157 

3,567 

Not incl. 

laborers 

14,277 




2 
23 

2,544 
127 








4,002 












1 85 






23 


1 
Approx. Estimated 
5,000 60.000 






Incl. state 
and county 
20.000 


1,000 


Not known 
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TABLE VIII. 



Legislative Employments 

The following charts and tables, based upon dependable rec- 
ords, summarize in brief the effect of the application of the Civil 
?iervice Law in Wisconsin regarding the cost of legislative em- 
ployes, compared with that of the State of Colorado, where these 
legislative employes have not been certified from eligible lists. It 
also shows the possibilities in saving money and increasing the 
efficiency of the legislative service. 



Comparative Daily Salary Cost of Legislative Employes in Ten 

States, Including Colorado ' 



WISCONSIN 


POPULATION (1910) 








9 






S313.00 


2,333,000 


COLORADO 




$320.80 


800,000 


IOWA 




$564.02 


2,224,000 


OREGON 




$685.73 


672,000 


MINNESOTA 




$718.69 


2,075,000 


ILLINOIS 




$891.47 


5,638,000 


CALIFORNIA 




$998.50 


2,377,000 


PENNSYLVANIA 




$1,172.00 


7.665,000 


MARYLAND 




•$1,365.85 


1,295,000 


NEW YORK 




$1,551.00 


9.113.000 



NOTE. — The above table is reproduced from the Fourth Biennial Report of the State 
Civil Service Commission of Wisconsin, 1912, to which Colorado was added from the figures 
taken from the pay rolls of the 19th General Assembly (Regular Session). 
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TABLE IX 



AVERAGE SALARY COST OF LEGISLATION 
Wisconsin Compared with Colorado 

Colorado 



Wisconsin 



LEGISLATIVE SESSION, 1913 



Number of days in session 214 

Total cost of session in salaries $70,086 

Total number of members of the 

legislature 133 

Number of employes 82 

Cost per day in salaries $327 . 50 

Total number of bills passed 778 

COST PER BILL 

In Salaries for Employes 

$90.99 

Population (1910), 2.333.000 



LEGISLATIVE SESSION, 1913 



Number of days in 'session 105 

Total cost of session in salaries . . $33,683 

Total number of members of the 

legislature 100 

Number of employes 87 

Cost per day in salaries $320 . 80 

Total number of bills passed 166 

COST PER BILL 

in Salaries for Employes 

$S02.S0 



Population (1910). 800,000 
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AUTHORITATIVE COMMENTS 

ON THE ADVISABILITY OF THE MERIT SYSTEM 

IN SELECTING LEGISLATIVE EMPLOYES 

In this connection, Mr. Gardner Colby, of the New Jersey 
Legislature, said: 

"I believe the system of selecting legislative em- 
ployes according to merit and fitness would do away 
with the evils attendant upon the distribution of legis- 
lative patronage. These evils have assumed a large pro- 
portion in this state. Not only are those who fill the 
positions to a large extent utterly iifcompetent, but at 
least two-thirds of the jobs are mere sinecures." 

Hon. W. S. Irvine, sergeant-at-arms of the Wisconsin 
Assembly, in speaking of the efficiency of legislative employes 
under civil service, said : 

"I was a member of the legislature in 1903, and again 
in 1905. I was sergeant-at-arms of the Assembly in 1907, 
1909, and 1911. I have been familiar with the work of 
legislative employes for a ten years' period. While I was 
a member of the Assembly, employes were appointed 
through political influence. ♦ * * i believe the com- 
])etitive method of selecting employes has resulted in an 
improvement of over one hundred per c^nt in efficiency. 
The present employes are more punctual, better qualified 
and render better service. ♦ * ♦ Civil service has 
the effect of securing better discipline. ♦ ♦ ♦ i have 
been compelled to discharge but one man for improper 
conduct and inefficiency during three sessions. * * ♦ " 

Mr. C. A. Leicht, sergeant-at-arms of the Wisconsin Senate, 
said: 

"I believe the service of employes has been greatly 
improved through the selection of employes by civil serv- 
ice examinations. The new manner is much better than 
the old one. * * * I have known many incompetents 
to hold positions before the Civil Service Law was en- 
acted, who were not taken out of service for fear of the 
wrath of senators or assemblymen. Now * * * if an 
employe be found incapable of performing the duties 
required, he will be promptly discharged without fear 
of the result.'' 
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Mr. C. E. Schaffer, chief clerk of the Wisconsin Assembly, 
said : 

"I believe the service of eniph).ves has been greatly 
improved through the selection of employes by civil serv- 
ice examinations. I have been connected with the legis- 
lature for seven sessions. ♦ ♦ * I don't believe there 
is any comparison in the efficiency, quantity, or quality 
of the work of present employes with the employes of the 
legislature before the Civil Service Law became effective. 
* * * Before the Civil Service Law became effective, 
employes were appointed at the instigation of members, 
not because of their qualifications, but because they were 
constituents, or because they rendered service during the 
campaign period. ♦ * * i have found it necessary 
to remove but one emjiloye and that for misconduct. The 
attitude of members of the legislature * * * is almost 
unanimous in favor of the civil service svstem."*' 
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approved. The rules shall be printed in one or more newspapers 
published at the State Capitol [state capital], and in any such 
publication a date shall be specified not less than ten days subse- 
quent to the date of the publication, when such rules or changes 
shall go into operation. 

Section 9. The rule [rules] shall not be inconsistent with 
law, may be of general or limited application and, among other 
things, shall provide, as nearly as the conditions of good adminis- 
tration will warrant, as follows: 

First. For the classification of the offices, positions and 
employments to be filled. 

Second. For open and competitive examinations to test the 
practicable fitness of applicants. 

Third. For appointment to positions requiring technical, 
professional or scientific knowledge or training, by non-competi- 
tive examination when necessary. 

Fourth. For lists' of eligibles based upon such examinations, 
from which all vacancies shall be filled, and for requisition and 
certification. 

Fifth. For periods of probation before appointment or em- 
ployment is made permanent, during which probationers shall not 
be discharged without consent of the Commission. 

Sixth. For provisional, temporary and emergency appoint- 
ments, and employments; for transfers, reappointments and rein- 
statements. 

Seventh. For increase of compensation, and promotion by 
successive grades upon ascertained merit, seniority in service and 
competitive examination. When practicable, tacancies shall be 
filled by promotion. 

Eighth. For suspension, reduction in grade or compensation, 
and discharge. 

Ninth. For the registration and appointment of laborers, 
skilled and unskilled, according to priority of application and 
rating. The rating need not relate to more than capacity to labor, 
habits of industry, sobriety and honesty. 

Tenth. For non-competitive examinations when appropriate 
competitive examinations do not furnish an appropriate list of 
eligibles. 

Section 10 [as amended]. All appointive officers and em- 
ployees in the Civil Service of the State and of all State Institu- 
tions shall be included in the classified service, except judges of 
courts of record, members' of boards or commissions appointed by 
the Governor, the Governor's private secretary, appointees to fill 
vacancies in elective offices, one deputy of each elective officer, 
officers and instructors in the public schools and in educational 
institutions not reformatory or charitable in character, the pro- 
fessional assistants of the Attorney General, the President pro 
tempore of the Senate, the Speaker of the House of Representa- 
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Section 4. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or 
more persons in the service of the State, or of any municipality 
affected by this Act, with the consent of the head of the depart- 
ment or office in which said person is employed, who shall act as 
assistants to the Commissioners in any examination held under 
this Act. All officers of the State or of any municipally affected 
by this Act, shall assist the Commission in carrying out the pro- 
visions of this Act. 

Section 5. It shall be the duty of the Commission to investi- 
gate all alleged breaches of this* Act, and of its rules, and in the 
course of such investigation they, or any of them, or the secretary, 
may subpoena witnesses, administer oaths, compel the testimony 
of witnesses and the production of books, papers and records rele- 
vant to such inquiry and it shall be the duty of any person so 
subpoenaed to appear and testify, and to produce such books, 
papers and records as are called for in such subpoena. The same 
compensation shall be allowed for the attendance of witnesses 
service of papers by officers, as is allowed by law in the district 
courts for the .respective counties in which such investigations 
shall be held, and the Commission shall certify such amounts to 
the Auditor of the State for payment from the fund which shall 
be appropriated for the purpose of carrying this Act into effect. 

Section 6. The Secretary of State shall provide the necessary 
printing, stationery and postage, and a suitable and properly 
furnished office in the State Capitol for the Commission. On the 
request of the Commission, the custodians of public buildings of 
the State, and of the municipalities affected by this Act, shall 
make suitable provision for the work of the Commission. 

Section 7. The Commission shall keep records of its pro- 
ceedings, and of all examinations made by it, or under its author- 
ity. All records and documents filed with the Commission shall 
be preserved as public records and open to public inspection. 

The Commission shall on or before the 15th day of November 
preceding each regular session of the General Assembly, make a 
report to the Governor of its work during the two preceding 
years, including any rules adopted ujider the provisions of this 
Act, and any suggestions for legislation to carry out its* purposes, 
or to improve the publice service. This report shall be printed 
and distributed as a public document. 

Section 8. The Commission shall make and enforce rules to 
carry out the purposes of this Act, and may alter or rescind them. 
All rules and all changes and rescissions thereof shall be approved 
by the Governor, and forthwith printed by the Commission for 
distritbution, and one copy thereof sent to each officer, or board 
of officers, having the right to appoint or employ any person in 
the public service under this act. If the Governor does not act 
on a rule or change in a rule within ten days after submission, 
then such rule or change shall become effective as though 
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purpose of- either improving or injuring the prospects or chances 
of any persons so examined, or to be examined; or impersonate 
another person, or permit or aid another person to impersonate 
him in any application, examination or registration. 

Section 14. [St. Sec. 15.] Whenever there is an appoint- 
ment to be made in the classified service under this Act, the 
appointing officer or power shall make requisition upon the Com- 
mission for the name of an eligible person, specifying the nature 
of the position to be filled, and upon receipt of such requisition, the 
Commission shall certify the name of the person standing highest 
upon the most appropriate list; and the person so certified shall 
he appointed. In case the requisition, or any law or regulation, 
shall designate sex, only that sex shall be certified; otherwise, 
sex shall be disregarded. 

Section 15. [St. Sec. 16.] Discharges from the classified 
vservice, or reduction in grade or compensation, or both, may be 
made for any cause not political or religious, which may promote 
the efficiency of the service, but such cause shall be specifically 
stated in writing by the authority making the discharge or reduc 
tion; and the person to be discharged or reduced shall be fur- 
nished a copy of- the specifications, and be allowed a reasonable 
time to file an answer thereto. A copy of the order of discharge 
or reduction, the specification and answer shall be made a part 
of the record of the division of the civil service in which the dis- 
charge or reduction is made, and copies of these papers &;hall be 
filed by the said authority with the Commission immediately on 
being issued or received. 

Section 16. [St. Sec. 17, as amended.] No officer or em ^ 
ployee of the State, or of any municipality, shall discharge, pro- 
mote, degrade, or in any manner change the official rank or com- 
pensation of any other officer or employee, or promise or threaten 
to do so, for giving or withholding, or neglecting to make any 
contribution of monej' or other valuable thing, for any political 
purpose, or for any political reason whatsoever. 

No person in the public service shall, directly or indirectly, 
vSolicit or receive, or be in any manner concerned in soliciting or 
receiving, any assessment, subscription or contribution, whether 
voluntary or involuntary, for any political purpose whatever, or 
to secure the nomination or election of any person, from any 
individual or corporation; and no person shall, directly or indi- 
rectly, solicit, or be in any manner concerned in soliciting any 
assessment, subscription or contribution, whether voluntary or 
involuntary, for any political service whatsoever, or to secure the 
nomination or election of any person, from any officer or em- 
ployee in the classified service. 

No person in the public service shall use his official authority 
or influence for the purpose of interfering with an election or 
affecting the result thereof. No person in the classified service 
shall take part in political management or political campaigns 
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further than to vote as he pleasc^s, and to express his opinion on 
political s^ibjects'. 

Section 17. [St. Sec. 18.] No person while holding any 
public office or employment in the service of the state, or of any 
municipality, or in nomination for, or while seeking a nomination 
or appointment for any office, shall corruptly use, or promise to 
use either directlv or indirectlv, anv official authoritv or influ- 
ence, whether then possessed, or anticipated, in the way of con- 
ferring upon any person, or in order to secure or aid any person 
in securing any office or public employment, or any nomination, 
confirmation, promotion or increase of salary, or to interfere with 
any election, upon the consideration or condition that the vote or 
political influence, or the action, of the last named person, or any 
other, shall be given or used in behalf of any candidate, officer 
or party, or upon any other corrupt condition or consideration. 

Section 18. [St. Sec. 19.] The Commission shall maintain 
in its office as* a public record a complete roster of all persons in 
the civil service affected bv this Act. The roster shall show in 
connection with each name the date of appointment, employment, 
promotion, reduction or reinstatement, the compensation, title of 
the position and the nature of the duties thereof and the date and 
causes of any termination of sucth employment. 

Section 19. [St. Sec. 20.] All officers, boards and commis- 
sioners of the State and of any municipality affected by this Act. 
shall furnish all reasonable information upon request for said 
roster, and report immediately to the Commission every change 
occurring in anv office, position or employment covered by this- 
Act. 

Section 20. [St. Sec. 21, as amended.] The Commission 
shall certify monthly to the appropriate auditing officer or board 
the name of and amount due every person in the classified service 
whose appointment is in conformity with law. Without such 
certificate no warrant shall be issued or payment made to any one 
in said service. Four times the amount of any payment contrary 
to the i)rovisions of this Act, or of the rules hereunder, may be 
recovered from any member of a Iroard or officer signing or coun- 
tersigning any warrant therefor or i)aying any such warrant, or 
from the sureties on the official bond of .^uch officer or member, 
or from the officer and his said sureties, in an action brought by 
the State or any municipality affected, or by any tax-payer. The 
amount of such judgment shall be paid to the State or munic- 
ipality affected, except where the suit is brought by a tax-|)ayer, 
in which event one-half of the judgment shall be ])aid to the tax- 
payer. 

Section 21. [St. Sec. 22.] Any person occupying any posi- 
tion in the service of the State, or of any municipality affected 
by this Act, who shall violate any of the provisions of this Act 
or the rules liereunder, shall be discharged from sucli position and 
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shall be ineligible to reinstatement therein, or appointment to any 
other branch of the public service for two years thereafter. 

Section 22. [St. Sec. 23.] Whoever makes an appointment 
to office or selects a person for employment, contrary to, or wil- 
fully refuses* or otherwise neglects to comply with the provisions 
of this Act or of any rule hereunder shall be deemed guilty of a 
misdemeanor and for each and every offense, shall, upon convic- 
tion, be punished hy a fine of not less than one hundred dollars 
nor more than fifteen hundred dollars, or by imprisonment for a 
term not less than one month, nor more than one year, or by both 
fine and imprisonment. 

Section 23. [St. Sec. 24.] Any city of the first or second 
class, whether organized under general law or special charter, 
may adopt the provisions of this Act in the manner following : 

The council may and upon the petition of bona fide residents 
in number not less than 15 per cent, of the last preceding vote for 
i mayor, shall, submit the question of adopting the provisions of 
I this .Act, to a vote of the qualified electors at the next general 
. election for municipal officers, or at a special election which the 
* council may call for such i)urpose. The signatures to such peti- 
tion shall be acknowledged before a notary public, and need not 
all be on one paper. The election shall be called and held, and the 
vote counted and canvassed, and the result determined and certi- 
fied, in all respects as nearly as may be in accordance with the 
provisions of law now governing the election of municipal officers 
in said city. The election notice shall state that the purpose of 
the election is to ascertain whether or not the city will adopt the 
provisions of this Act, and that the election is held thereunder. 
All persons voting on the question submitted at such election 
shall vote by separate ballot prepared substantially in the manner 
and form in which official ballots are prepared for the election of 
municipal officers in said city, and shall have printed thereon the 
words "For the merit system" and "Against the merit system," 
and the voter shall designate his choice hy placing a cross (X) 
opposite the proposition of his choice, in the manner now provided 
by law for voting upon amendments to the Constitution of the 
state Of Colorado. The ballots shall be deposited in a separate 
ballot box in each polling place provided by the city for that 
purpose. If upon the official determination of the result of such 
election, it appear that a majority of all the votes cast are in favor 
of the adoption of the provisions of this Act, then this Act and 
all rules made thereunder shall immediatelv thereafter be in full 
force and effect in said citv, and the clerk of the citv shall imme- 
diately certify the result of said election to the Civil Service Com- 
mission. 

Section 24. [St. Sec. 25.] All acts and parts of acts incon- 
sistent with the provisions of this Act, are hereby repealed. 
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I. 

ORGANIZATION AND POWERS OF THE COMMISSION 

(Civil Service Law, sections 1-9) 

(1) The Commission may prescribe regulations for the in- 
struction of its' officers and for the execution of these rules, and, 
subject to its direction, may grant to its president and secretary 
such general authority and responsibility in the administration 
of these rules as may not be inconsistent with the powers reserved 
to the Commission itself by the law or by these rules or vested 
directly in some other office. 

IL 
CLASSIFICATION 

(Civil Service Law, Section 10) 

(1) All positions in the civil service of the State of Colorado 
shall be classified as follows: 

CLASS "A." EXECUTIVE SERVICE 

All positions, the duties of which are of an executive character. 

SUB-CLASS 1. Superintendents (Penal and Charitable insti: 

tutions — except such as are hereinafter specially 

provided for). 
State Home for Dependent and Neglected Children. 
State Industrial School for Boys. 
State Industrial School for Girls. 
Colorado Industrial Workshop for the Blind. 
House of Detention. 

SUB-CLASS 2. Assistant Superintendents (Same). 
State Home for Dependent and Neglected Children. 

SUB-CLASS 3. Wardens (Penal Institutions). 

Colorado State Penitentiary. 
Colorado State Reformatory. 

SUB-CLASS 4. Deputy Wardens (Same). 

Colorado State Penitentiary. 
Colorado State Reformatory. 

SUB-CLASS 5. Commandants. 

Colorado Soldiers' and Sailors' Home. 
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SUB-CLASS 6. Commissioners. 

State Bank Commissioner. 
State Game and Fish Commissioner. 
State Highway Commissioner. 
Commissioner of Immigration. 
Commissioner of Insurance. 
Commissioner of Public Printing. 
Pure Food Commissioner. 
State Dairy Commissioner. 
State Tax Commissioner. 

BUB-CLASS 7. Deputy Commissioners. 

Chief Deputy State Bank Commissioner. 
Deputy State Bank Commissioners. 
Deputy State Game and Fish Commissioner. 
Deputy Commissioner of Immigration. 

CLASS "B." CLERICAL SERVICE 

All positions, the duties of which are of a, clerical character, and 
which are not otherwise sj^ecially provided for herein. 

SUB-CLASS 1. Secretaries. 

« 

State Board of Capitol Managers. 

State Board of Charities and Corrections. 

State Bureau of Child and Animal Protection. 

State Civil Service Commission. 

State Geological Survey. 

State Highway Commission. 

State Board of Law Examiners. 

Public Utilities Commission. 

State Board of Stock Inspection Commissioners. 

State Tax Commission. 

State Wage Board. 

The General Assembly — 
Senate. 

Universities and Colleges — 
Deans' Secretaries. 
Adjutants. 

Soldiers' and Sailors' Home. 
Chief Clerks. 

Civil Service Commission. 

State Inspector of Coal Mines. 

State Insurance Department. 

State Game and Fish Department. 

State Board of Land Commissioners. 

Bureau of Mines. 

Secretary of State. 

State Tax Commission. 

The General Assemblv — 
House of Representatives. 
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State Industrial School for Boys. 

State Penitentiary. 

State Reformatory. 
Examiners. 

Civil Service (Commission. 
Registrars. 

Colorado School of Mines. 
Deputy Registers. 

State Board of Land Commissioners. 

SUB-CLASS 2. Clerks (except as otherv^ise provided for 
herein). 
Office of— 

Auditor of State. 

State Bank Commissioner. 

Inspector of Steam Boilers. 

Board of Capitol Managers. 

Board of Charities and Corrections. 

Board of Pardons. 

Bureau of Child and Animal Protection. 

Inspector of Coal Mines. 

State Engineer. 

State Board of Equalization. 

State Game and Fish Department. 

State Board of Health. 

State Insurance Department. 

State Board of Land Commissioners. 

Traveling Library Commission. 

Superintendent of Public Instruction. 

Public Utilities Commission. 

Secretary of State. 

State Board of Stock Inspection Commissoners. 

State Tax Commission. 

State Treasurer. 
State Agricultural College. 
Fort Lewis School Of Agriculture. 
State Normal Schools. 
University of Colorado. 

Colorado School for the Deaf and the Blind. 
State Home for Dependent and Neglected Children. 
State Industrial School for Girls*. 
State Penitentiary. 
The General Assembly — 

Senate. 

House of Representatives. 

SUB-CLASS 3. Bookkeepers. 

Office of — 

Auditor of State. 

State Insurance Department. 

Secretary of State. 

state Treasurer. 
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State Home for Dependent and Neglected Children. 

State Industrial School for Girls. 

State Home and Training School for Mental Defectives. 

State Penitentiary. 

Soldiers' and Sailors' Home. 

SUB-CLASS 4. Librarians. 

Traveling Library Commission. 
Assistant State Librarian. 
Supreme Court. 
School of Mines. 
University of (>olorado. 
Soldiers' and Sailors' Home. 

SUB-CLASS 5. Stenographers. 

Office of— 

Attorney (lencral. 

Inheritance Tax Department. 

Auditor of State. 

Public Examiner. 

State Bank Commissioner. 

Board of Charities and Corrections. 

Board of Pardons. 

Bureau of Child and Animal Protection. 

Civil Service Commission. 

State Engineer. 

State Entomologist. 

Game and Fish T)epartment. 

Governor. 

State Board of Health. 

State Highway Commission. 

State Insurance Department. 

State Board of Land Commissioners. 
, Bureau of Mines. 

Superintendent of Public Instruction. 

Public-Utilities Commission. 

Secretaw of State. 

State Board of Stock Insj)ection Commissioners. 

State Treasurer. 

State Tax Commission. 
State Agricultural College. 
Port I^wis School of Agriculture. 
State Teachers' College. 
State Normal School. 
TJniversitv of Colorado. 

State Home for Dependent and Neglected Children. 
State Penitentiarv. 
The General Assemblv-^ 

Senate. 

House of Representatives. . 
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SUB.CLASS 6. Cashiers. 
Office of— 

Secretary of State. 

SUB-CLASS 7. Telephone Operators. 

Office of— 

Board of Cai)itol Managers. 
State Agricultural College. 
State Teachers' College. 

SUB-CLASS 8. Messengers, Qffice Boys, Pages. 

Office of— 
Governor. 
Secretary of State. 
University of Colorado. 
The General Assembly — 

Senate. 

House of Eepresentatives. 

CLASS " C." MEDICAL SERVICE 

All positions, the duties of which reijuire medical or lAarmaceutic 
knowledge. 

SUB-CLASS 1. Medical Superintendents. 

Colorado State Insane Asylum. 

State Home and Training School for Mental Defectives. 

SUB-CLASS 2. Assistant Medical Superintendents. 
Colorado State Insane Asvlum. 

Physicians and Surgeons. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Penitentiary. 

State Reformatory. 

Soldiers' and Sailors' Home. 

SUB-CLASS 3. Assistant Physicians. 
Colorado State Insane Asylum. 

State Home and Training School for Mental Defectives. 
Internes. 

University of Colorado — Medical School. 

SUB-CLASS 4. Pharmacists, Apothecaries, Druggists, Hos- 
pital Stewards. 
University of Colorado — Medical School. 
State Penitentiary. 
Soldiers' and Sailors' Home. 

SUB-CLASS 5. Medical Inspectors. 
State Board of Health. 

SUB-CLASS 6. Veterinarians. 
The State Veterinarian. 
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CLASSED." CUSTODIANS 

All positions, the duties of which are the charge of property or 
persons, or as attendants, except as classified in Class "E." 

SUB-OLASS 1. Stewards. 

Colorado State Insane Asylum. 

State Home and Training? School for Mental Defectives. 

State Penitentiary. 

State Reformatory. 
Overseers. 

State Penitentiary. 
Quartermasters. 

State Penitentiary. 

Soldiers' and Sailors' Home. 

SUB-CLASS 2. Matrons. 

Colorado School for the Deaf and Blind. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Insane Asvlum. 

State Home and Trainng School for Mental Defectives. 

State Penitentiary. 

Th^ General Assembly — 
Senate. 

House of Representatives. 
Housekeepers. 
Storekeepers. 

Colorado School for the Deaf and Blind. 

Colorado School of Mines — Chemical Laboratorv. 
Commissaries. 

Soldiers' and Sailors' Home. 

SUB-CLASS 3. Captains and Lieutenants of Guards. 
State Penitentiarv. 

SUB-CLASS 4. Parole Officers, State Ag^ents, Humane Officers, 
Probation Officers. 
Penitentiary and Reformatory. 
Industrial School for Boys. 

State Home for Dependent and Nejjlected Children. 
State Bureau of Child and Animal Protection. 
Countv Courts. 

SUB-CLASS 5. Cottage Matrons, Matrons in Charge of 
Children. 

State Home for l)ei)endent and Neglected Children. 
State Industrial School for Bovs. 
State Industrial School for Girls. 

SUB-CLASS 6. Boys' and Oirls' Attendants and Supervisors. 

Colorado Sc^hool for the Deaf and Blind. 

State Home for Dependent and Neglected Children. 
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SUB-CLASS 7. Foremen. (Grounds, Buildings, Shop.s, Etc.) 

State Board of Capitol Managers. 
State Agricultural College. 
State Normal Schools. 
University of Colorado. 
Industrial Workshop for the Blind. 

SUB-CLASS 8. Janitors. 

State Board of Capitol Managers. 

State Agricultural College. 

Colorado School for the Deaf and the Blind. 

Colorado School of Mines. 

State Teachers' College. 

State Normal School (Gunnison). 

University of Colorado. 

State Home for Dependent and Neglected Children. 

State Industrial School for Bovs. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

The General Assemblv — 
Senate. 

House of Representatives. 
Watchmen. 

Board of Capitol Managers. 

State Agricultural College. 

Colorado School for the Deaf and Blind. 

Colorado School of Klines. 

Universitv of Colorado. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Insane Asylum. 

The General Assembly — 
Senate. 

House of Representatives. 
Keepers. 

State Penitentiary — Cell House Keepers. 
Guards. 

State Penitentiary. 

State Reformatory. 
Turnkeys. 

State Penitentiary. 
Guides. 

Board of Capitol Managers. 

Colorado School for the Deaf and the Blind — 
Visitors' Attendants. 
Custodians. 

Board of Capitol Managers — War Relics Dept. 
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BaUiffs. 

Supreme Court. 

Court of Appeals. 

District Courts. 

County Courts. 

Juvenile Courts. 
Gatemen. 

State Insane Asvlum. 

State Penitentiary. 
Ward Sergeants. 

Soldiers' and Sailors' Home. 
. Sergeants at Arms. 

The General Assembly — 
Senate. 
House of Representatives'. 

SUB-CLASS 9. Chief Game Wardens. 

State Game and Fish Department. 
SUB-CLASS 10. Deputy Game Wardens. 

State Game and Fish Department. 

CLASS "E." NURSING SERVICE 

Officers, Nurses, Attendants, etc., having care of the sick or in 
sane. 

SUB-CLASS 1. Head Nurses. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

University of Colorado — Medical School. 

SUB-CLASS 2. Trained Nurses. 

In all State Institutions when needed. 

SUB-CLASS 3. Head Ward Nurses. 

State Insane Asylum.- 

State Home and Training School for Mental Defectives. 
State Home for Dependent and Neglected Children. 
Soldiers' and Sailors' Home. 

SUB-CLASS 4. Nurses and Attendants. 

Colorado School for the Deaf and Blind. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

University of Colorado — Medical School. 
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CLASS "F." TEACHING SERVICE 

All positions, the duties of which are scholastic instruction or to 
educate or test the ability to instruct. (Educational institu- 
tions excepted.) 

SUB-CLASS 1. Principals of Schools in the institutions 
which are subject to the provisions of this law. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Home for Dependent and Neglected Children. 

State Reforinatorv. 

SUB-CLASS 2. Teachers in all branches, other than such as 
are specially provided for in this classification. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Home for Dependent and Neglected Children. 

State Home and Training School for Mental Defectives. 

State Reformatory. 

SUB-CLASS 3. Examiners. (Scholastic.) 

CLASS "G." ENGINEERS 

All positions where qualifications of an engineering or cognate 
character are required. 

SUB-CLASS 1. Civil Engineers. 

Department of — 
State Engineer. 
State Geological Survey. 
State Highway Commission. 
Public Utilities Commission. 

SUB-CLASS 2. Hydrographers. 

Department of — 
State Engineer. 

SUB-CLASS 3. Draftsmen. 

Department of — 
State Engineer. 
State Geological Survey. 
Public Utilities Commission. 

SUB-CLASS 4. Architects. 

Department of — 

State Board of Capitol Managers. 
SUB-CLASS 5. Supervisors of Road Construction. 

Department of — 

State Highway Commission. 
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SUB-CLASS 6. Steam Engineers. 

Department of — 

State Board of Capitol Managers. 
Colorado School for the Deaf and the Blind. 
State Hoine for Dependent and Neglected Children. 
State Industrial School for Boys. 
State Industrial School for Girls. 
State Insane Asylum. 

State Home and Training School for Mental Defec- 
tives. 
Colorado School of Mines. 
State Penitentiary. 
State Reformatory. 
Soldiers' and Sailors' Home. 
University of Colorado. 

SUB-CLASS 7. Electrical Engineers, Dynamo Tenders, Elec- 
tricians. 

Department of — 

State Board of Capitol Managers. 
Public Utilities Commission. 
Colorado School of Mines. 
State Reformatory. 

SUB-CLASS 8. Mechanical Engineers. 

Department of — 

Public Utilities Commission. 

SUB-CLASS 9. Firemen. 

Department of — 

Board of Capitol Managers.. 
Colorado School for the Deaf and the Blind. 
State Home for Dependent and Neglected Children. 
State Insane Asylum. 

State Home and Training School for Mental Defec- 
tives. 
Soldiers' and Sailors' Home. 
State Industrial School for Boys. 
Fort Lewis School of Agriculture. 
Colorado School of Mines. 
State Teachers' College. 
University of Colorado. 

SUB-CLASS 10. Elevator Pilots. 

Department of — 

Board of Capitol Managers. 
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CLASS "H." MECHANICS AND CRAFTSMEN 

All positions requiring spei*ial meihanieal skill, or as craftsmen, 
not classed as laborers. 

SUB-CLASS 1. Blacksmiths. 

Industrial School for Boys. 
State Penitentiary. 

SUB-CLASS 2. Carpenters. 

Board of Capitol Managers. 
State Industrial School for Boys. 
State Insane Aslvuni. 
State Penitentiary. 
Soldiers' and Sailors' Home. 
State Agricultural College. 
r University of Colorado. 

SUB-CLASS 3. Machinists. 

Industrial School for Boys. 
Colorado School of Mines. 

SUB-CLASS 4. Masons. 

State Industrial School for Boys. 

I SUB-CLASS 5. ' Plumbers. 

! State Insane Asylum. 

• University of Colorado. . 

SUB-CLASS 6. Printers. 

State Industrial School for Boys. 

SUB-CLASS 7. Shoemakers. 

State Industrial School for Boys. 

SUB-CLASS 8. Instructors in any handicraft or mechanical 
or other trade. 

State Industrial School for Boys. 

CLASS "L" AGRICULTURAL SERVICE 

All positions, the duties of which require agricultural or horticul- 
tural knowledge, including arboriculture and the breeding and 
care of domestic animals, or any similar knowledge or qualifi- 
cation, and which are not otherwise specially provided for herein. 

SUB-CLASS 1. Farmers, Farm and Ranch Superintendents. 

State Home for Dependent and Neglected Children. 

State Industrial School for Girls. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

State Penitentiary. 

State Reformatory. 

State Agricultural College. 
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CLASSED/* CUSTODIANS 

All positions, the duties of which are the charge of property or 
persons, or as attendants, except as classified in Class "E." 

SUB-CLASS 1. Stewards. 

Colorado State Insane Asvlum. 

State Home and Training; School for Mental Defectives. 

State Penitentiary. 

State Reformatory. 
Overseers. 

State Penitentiary. 
Quartermasters. 

State Penitentiary. 

Soldiers' and Sailors' Home. 

SUB-CLASS 2. Matrons. 

Colorado School for the Deaf and Blind. 
State Home for Dependent and Neglected Children. 
I State Industrial School for Boys. 

i State Industrial School for Girls. 

State Insane Asvlum. 

State Home and Trainng School for Mental Defectives. 
I State Penitentiary. 

Th^ General Assembly — 
Senate. 

House of Representatives. 
Housekeepers. 
Storekeepers. 

Colorado School for the Deaf and Blind. 
Colorado School of Mines^ — Chemical T^aboratory. 
Commissaries. 

Soldiers' and Sailors' Home. 

SUB-CLASS 3. Captains and Lieutenants of Quards. 
State Penitentiary. 

SUB-CLASS 4. Parole Officers, State Agents, Humane Officers, 
Probation Officers. 
Penitentiary and Reformatory. 
Industrial School for Boys. 

State Home for Dependent and Neglected Children. 
State liureau of Child and Animal Protection. 
County Courts. 

SUB-CLASS 5. Cottage Matrons, Matrons in Charge of 
Children. 
State Home fen* Dependent and Neglected Children. 
State Industrial School for Boys. 
State Industrial School for Girls. 

SUB-CLASS 6. Boys' and Girls' Attendants and Supervisors. 

Colorado School for the Deaf and Blind. 

State Home for Dependent and Neglected Children. 
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SUB-CLASS 7. Foremen. (Grounds, Buildings, Shop^, Etc.) 

State Board of Capitol Managers. 
State Agricultural College. 
State Normal Schools. 
University of Colorado. 
Industrial Workshop for the Blind. 

SUB-CLASS 8. Janitors. 

State Board of Cai)itol Managers. 

State Agricultural College. 

Colorado School for the Deaf and the Blind. 

Colorado School of Mines. 

State Teachers' College. 

State Normal School ((Junnison). 

Universitv of Colorado. 

State Home for l)ej)endent and Neglected Children. 

State Industrial School for Bovs. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

The General Assemblv — 
Senate. 

House of Rei)resentatives. 
Watchmen. 

Board of Capitol Managers. 

State Agricultural College. 

Colorado School for the Deaf and Blind. 

Colorado School of Klines. 

Universitv of Colorado. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Insane Asylum. 

The General Assembly — 
Senate. 

House of Kepvesentatives. 
Keepers. 

State Penitentiary — Cell House Keepers. 
Ouards. 

State Penitentiary. 

State Reformatory. 
Turnkeys. 

State Penitentiary. 
Guides. 

Board of (^apitol Managers. 

Colorado School for the Deaf and the Blind — 
A'isitors' Attendants. 
Custodians. 

Board of Capitol Managers — War Relics Dept. 
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Bailiffs. 

Supreme Court. 

Court of Appeals. 

District Courts. 

County Courts. 

Juvenile Courts. 
Oatemen. 

State Insane Asylum. 

State Penitentiary. 
Ward Sergeants. 

Soldiers' and Sailors' Home. 
. Sergeants at Arms. 

The General Assembly — 
Senate. 
House of Representatives'. 

SUB-CLASS 9. Chief Game Wardens. 
State Game and Fish Department. 

SUB-CLASS 10. Deputy Game Wardens. 
State Game and Fish Department. 

CLASS "E." NURSING SERVICE 

Officers, Nurses, Attendants, etc., having care of the sick or in 
sane. 

SUB-CLASS 1. Head Nurses. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

University of Colorado — Medical School. 

SUB-CLASS 2. Trained Nurses. 

In all State Institutions when needed. 

SUB-CLASS 3. Head Ward Nurses. 

State Infeane Asylum. 

State Home and Training School for Mental Defectives. 
State Home for Dependent and Neglected Children. 
Soldiers' and Sailors' Home. 

SUB-GLASS 4. Nurses and Attendants. 

Colorado School for the Deaf and Blind. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

Universitv of Colorado — Medical School. 
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CLASS "F." TEACHING SERVICE 

All positions, the duties of which are scholastic instruction or to 
educate or test the ability to instruct. (Educational institu- 
tions excepted.) 

SUB-CLASS 1. Principals of Schools in the institutions 
which are subject to the provisions of this law. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Home for Dependent and Neglected Children. 

State Reformatorv. 

SUB-CLASS 2. Teachers in all branches, other than such as 
are specially provided for in this classification. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Home for Dependent and Neglected Children. 

State Home and Training School for Mental Defectives. 

State Reformatorv. 

SUB-CLASS 3. Examiners. (Scholastic.) 

CLASS "G." ENGINEERS 

All positions where qualifications of an engineering or cognate 
character are required. 

SUB-CLASS 1. Civil Engineers. 

Department of — 
State Engineer. 
State Geological Survey. 
State Highway Commission. 
Public Utilities Commission. 

■ 

SUB-CLASS 2. Hydrographers. 

Department of — 
State Engineer. 

SUB-CLASS 3. Draftsmen. 

Department of — 
State Engineer. 
State Geological Survey. 
Public Utilities Commission. 

SUB-CLASS 4. Architects. 
Department of — 

State Board of Capitol Managers. 
SUB-CLASS 5. Supervisors of Road Construction. 

Department of — 

State Highway Commission. 
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SUB-CLASS 6. Steam Engineers. 

Department of — 

State Board of Capitol Managers. 
Colorado School for the Deaf and the Blind. 
State Home for Dependent and Neglected Children. 
State Industrial School for Boys. 
State Industrial School for Girls. 
State Insane Asylum. 

State Home and Training School for Mental Defec- 
tives. 
Colorado School of Mines. 
State Penitentiary. 
State Reformatory. 
Soldiers' and Sailors' Home. 
ITniversity of Colorado. 

SUB-CLASS 7. Electrical Engineers, Dynamo Tenders, Elec- 
tricians. 

Department of — 

State Board of Capitol Managers. 
Public Utilities Commission. 
Colorado School of Mines. 
State Reformatory. 

SUB-CLASS 8. Mechanical Engineers. 

Department of — 

Public Utilities Commission. 

SUB-CLASS 9. Firemen. 

Department of — 

Board of Capitol Managers.. 
Colorado School for the Deaf and the Blind. 
State Home for Dependent and Neglected Children. 
State Insane Asylum. 

Statfe Home and Training School for Mental Defec- 
tives. 
Soldiers' and Sailors' Home. 
State Industrial School for Boys. 
Fort Lewis School of Agriculture. 
Colorado School of Mines. 
State Teachers' College. 
University of Colorado. 

SUB-CLASS 10. Elevator Pilots. 

Department of — 

Board of Capitol Managers. 
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CLASS ''H." MECHANICS AND CRAFTSMEN 

All positions requiring special niei-hanical skill, or as craftsmen, 
not classed as labforers. 

SUB-CLASS 1. Blacksmiths. 

Industrial School for Boys. 
State Penitentiary. 

SUB-CLASS 2. Carpenters. 

Board of Capitol Managers. 
State Industrial School for Boys. 
State Insane Aslvuni. 
State Penitentiary. 
Soldiers' and Sailors' Home. 
State Agricultural College. 
University of Colorado. 

SUB-CLASS 3. Machinists. 

Industrial School for Boys. 
Colorado School of Mines. 

SUB-CLASS 4. Masons. 

State Industrial School for Boys. 

SUB-CLASS 5. ' Plumbers. 

State Insane Asylum. 
University of Colorado. . 

SUB-CLASS 6. Printers. 

State Industrial School for Boys. 

SUB-CLASS 7. Shoemakers. 

State Industrial School for Bo vs. 

SUB-CLASS 8. Instructors in any handicraft or mechanical 
or other trade. 

State Industrial School for Boys. 

CLASS "L" AGRICULTURAL SERVICE 

All positions, the duties of which require agricultural or horticul- 
tural knowledge, including arboriculture and the breeding and 
care of domestic animals, or any similar knowledge or qualifi- 
cation, and which are not otherwise specially provided for herein. 

SUB-CLASS 1. Farmers, Farm and Ranch Superintendents. 

State Home for Dependent and Neglected Children. 

State Industrial School for Girls. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

State Penitentiary. 

State Reformatory. 

State Agricultural College. 
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SUB-CLASS 4. Deputy Labor Commigsioner. 

Department of Secretary of State. 

SUB-CLASS 5. Superintendents and Assistant Superintend- 
ents of Free Employment Bureaus. 

Department of Secretary of State. 

SUB-CLASS 6. Liquor License Inspectors. 
Department of State Treasurer. 

SUB-CLASS 7. Land Appraisers. 

State Board of Land Commissioners. 
SUB-CLASS 8. Insurance Examiners. 
State Insurance Department. 

SUB-CLASS 9. Mineral Superintendents. 
State Board of Land Commissioners. 

CLASS "M." SCIENTISTS 

All positions requiring special scientific knowledge. 

SUB-CLASS 1. Geologists. 
State Geological Survey. 

SUB-CLASS 2. Assistant Geologists. 
State Geological Survey. 

SUB-CLASS 3. Entomologists. 

State Entomological Department. 

SUB-CLASS 4. Chemists. 

State Board of Health. 
State Geological Survey. 

SUB-CLASS 5. Bacteriologists. 
State Board of Health. 

SUB-CLASS 6. Paleontologists. 
State Geological Survey. 

SUB-CLASS 7. Museum Curators. 

State Historical and Natural History Society. 
Bureau of Mines. 

CLASS "N." PISCICULTURISTS 

All positions, the duties of which require a knowledge of the cul- 
ture of fish; 

SUB-CLASS 1. Superintendent of State Fish Hatcheries. 

SUB-CLASS 2. Superintendents of Fish Hatcheries. 

SUB-CLASS 3. Fish Culturists, Spawn Takers. 

SUB-CLASS 4. Assistants in taking spawn ; at hatcheries, etc. 

(All ahove positions in the State Game and Fish Depart- 
ment.) 
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CLASS "O.'' MISCELLANEOUS POSITIONS 

Including all positions requiring expert or other qualifications not 
embraced in other groups in this classification. 

SUB-CLASS 1. Chaplains. 

Industrial Rchool for Bovs. 
State Penitentiary 
State Reforraatorv. 
Soldiers' and Sailors' Home. 

SUB-CLASS 2. Musicians. 

Industrial School for Boys. 
Industrial School for Girls*. 

SUB-CLASS 3. Drivers, Hostlers. 

' Industrial School for Boys. 
State Insane Asylum. 
Soldiers' and Sailors' Home. 

SUB-CLASS 4. Bakers. 

Colorado School for the Deaf and Blind. 
Industrial School for Boys. 
State Insane Asylum. 
Soldiers' and Sailors' Home. 

SUB-CLASS 5. Butchers. 

State Insane Asylum. 
Soldiers' and Sailors' Home. 

SUB-CLASS 6. Laundrjrmen, Laundresses. 

Colorado School for the Deaf and the Blind. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

SUB-CLASS 7. Cooks. 

Colorado^ School for the Deaf and Blind. 

State Home for Dependent and Neglected Children. 

State Industrial School for Boys. 

State Industrial School for Girls. 

State Insane Asylum. 

State Home and Training School for Mental Defectives. 

Soldiers' and Sailors' Home. 

House of Detention. 

SUB-CLASS 8. Seamstresses. 

Colorado School for the Deaf and the Blind. 
State Home for Dependent and Neglected Children. 
State Industrial School for Girls. 
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REQUISITION, CERTIFICATION AND APPOINTMENT 

(Civil Service Law, section 14 [Statute Sec. 15]) 

(1) The requisition shall state specifically the title and 
duties of the position to be filled, the compensation to be paid, and 
whether the position is to be filled permanently or for a tempo- 
rary period. 

(2) The Commission in making certification in response to 
such requisition shall give the full name and address and the 
average obtained in the examination of the i)erson standing high- 
est upon the most appropriate list, and shall immediately notify 
such person by mail of such certification, and the title and salary 
of the position to be filled. A certification shall remain in force 
for 15 days. If there be more than one vacancy to be filled the 
Commisfeion shall certify as many names as there are vacancies, 
but appointments must be made in the order of standing on the 
eligible list. 

(3) The appointing officer must select for appointment on 
probation the person certified by the Commission, unless proof of 
his unsuitability for the reason specified in section 12 [Statute 
Sec. 13], clause 3, of the Civil Service Law is submitted to the 
Commission, in which case the Commission mav certifv an 
additional name. 

(4) The person selected for appointment or promotion shall 
be duly notified by the appointing officer, and upon accepting 
and reporting for duty shall receive from such officer a certificate 
of appointment or promotion for a probationary period of three 
months, during which period he shall not be discharged without 
the consent of the Commission. His retention in the service 
beyond the period of probation shall be equivalent to his absolute 
appointment. 

(5) The name of any person certified as eligible for pro- 
bationary appointment who shall decline such appointment shall 
be stricken from the eligible list unless such declination be for 
one of the following reasons: (a) residence in a county other than 
that in which the duties are to be performed; (b) insufficiency 
of the compensation offered; (c) temporary inability, physical or 
otherwise, the evidence of which must be acceptable to and 
approved by the Commission and set forth in its minutes. 

An eligible who has declined appointment on the ground of 
residence shall not again be certified for another position in the 
same county as the one declined. 

An eligible who has declined appointment by reason of the 
insufficiency of the compensation offered shall not again be certi- 
fied for a similar position at the same or any less compensation. 

The failure of an eligible to accept an offer of appointment 
within one week next succeeding the mailing of notice of appoint- 
ment shall be considered a declination. 
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ences to three reputable persons who have personally known the 
applicant and can give the information required. 

(3) The Commission may fix the limits of time between 
which applications for a given examination shall be presented; 
but such period shall in no case be less than ten days. 

(4) A defective application shall be returned for correction 
and shall be accepted if returned in correct form before the date 
of examination. 

(5) No application shall be accepted unless the applicant 
is within the age limitations fixed by the Commission for entrance 
to the position to which he seeks to be appointed. 

(6) Where physical qualifications are necessary the Com- 
mission may require the applicant to file with his application a 
certificate of physical fitness from a reputable physician, or in 
its discretion may require the applicant to submit to examination 
before physical examiners appointed by the Commission. 

(7) Applications when presented shall be dated, numbered 
and recorded in the order of their receipt. An application that 
has been accepted and filed shall not be returned for any reason 
to the applicant. 

IV. 

EXAMINATIONS 

(Civil Service Law, section 12 [Statute Sec. 13]) 

(1) Examinations shall be open to all those who comply 
with the requirements in regard to applications and fees and who 
are not debarred for sufficient cause under the civil service statute 
and the rules of the Commission ; but no person shall be examined 
who is not a qualified elector of the State of Colorado. The Com- 
mission may, however, waive this requirement in connection with 
particular examinations because of the technical or professional 
character of the position to be filled, or because of the difficulty 
in procuring applicants who are electors of the State of Colorado. 

(2) All examinations shall be public and shall relate to such 
matters as will fairly test the relative capacity and fitness of the 
persons examined to discharge the duties of that service into 
which they seek to be appointed and may include special practical 
tests of fitness for any particular positions requiring scientific, 
professional and technical knowledge or manual skill. 

(3) So far as practicable examinations shall be held period- 
ically and the dates of examinations published at the beginning 
of the year. 

(4) All examinations shall be advertised at least two weeks 
prior to the final date for the receipt of applications by at least 
two insertions in one or more newspapers published in the State, 
op by such other methods as the Commission may elect. Notices 
of examination shall, at the same time, be posted in the office of 
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attainment in such qualities, the Commission may authorize the 
appointing power to select a suitable person who shall be subject 
to examination and, if found qualified, certified for appointment. 

(3) When services of a temporary or occasional character 
are required, and for periods in the aggregate not exceeding six 
months in any one year, the appointing officer shall notify the 
Commission, which shall either certify the person standing high- 
est on the eligible list who is willing to accept such temporary 
appointment, or if it deems this impracticable allow the temporary 
appointment upon non-competitive examination of a person desig- 
nated by the appointing officer. But no such appointment shall 
continue beyond the period authorized by the Commission. 
Neither acceptance nor declination of any such temporary employ- 
ment shall affect the right of the eligible to continued certification 
for permanent employment; nor shall acceptance confer upon 
such eligible any of the rights of promotion, transfer or reinstate- 
ment. 

(4) Where there is a vacancy of an emergency character in 
a position in the classified service, and it is riot practicable either 
to secure a person by certification from an eligible list or to con- 
duct a non-competitive examination in the absence of such a list 
in time to meet such emergency, an appointment may be made 
without certification or examination, subject to the subsequent 
approval of the Commission, for a period not exceeding two 
weeks. 

(5) Inmates or students at the State institutions may be 
assigned by the lawful authorities without examination or regis- 
tration to such minor duties in their respective institutions as 
they are fitted to perform; but the compensation of such inmate 
or student for such services shall not exceed twenty dollars in any 
month. 

(6) No person shall be appointed to any position who is 
related by blood or affinity to the appointing power, or any mem- 
ber thereof, without consent of the Commission. 

VIU. 

PROMOTIONS 

(1) A change in rank or grade shall constitute a promotion 
or a reduction. A material change in duties and in responsibili- 
ties shall be deemed a change in rank, and an increase in salary 
beyond the limits fixed for the grade by clause 8 of this rule, 
shall be deemed a change in grade. 

Whenever a change in grade occurs without a change in posi- 
tion or a material change in duties or responsibilities, persons so 
affected may be promoted without further examination, when, in 
the opinion of the Commission, their merit and fitness have been 
determined by previous examinations and bv the records of 



CIVIL SERVICE COMMISSION 135 

(13) When the position to be filled involves fiduciary 
responsibility, the appointing officer may require the appointee 
to furnish a bond in such amount as the Commission may deem 
reasonable. 

(14) Before proceeding to answer the questions in the exam- 
ination each competitor shall be required to fill out and sign a 
declaration sheet, giving his full name and address and such 
other information as the Commission may require, and to seal 
the same in an official envelope. The envelope and the papers 
of the candidate shall be marked with an identical number. At 
the close of the examination the envelope shall be placed in a 
sealed package and deposited in a safe place, and the package 
shall be opened for the identification of the pailers only after the 
marking has been completed on all the papers. Any paper bearing 
the name of the candidate, or any other identification mark, shall 
be rejected, and specific announcement of this fact shall be made 
at the commencement of the examination. 

(15) Upon the completion of the marking each candidate 
shall receive notice of his rating, and shall, on application, subject 
to the regulations of the Commission, be permitted to see the 
eligible list and inspect his papers. 

(16) No request for a review of the marking shall be enter- 
tained by the Commission unless made within ten days of the date 
when the notice as to the standing of the candidates is sent out, 
nor unless the applicant shall specify the matters to which he 
objects ; and no change in rating shall be made unless some mani- 
fest error shall appear on the face of the papers. 

(17) A person legally holding a position by appointment 
for a fixed term may be retained without examination at the 
expiration of such term. 

V. 
ELIGIBLE LISTS 

(1) The names of all candidates who receive a final average 
rating of 70 per cent, or over in the examination shall be placed 
on the appropriate eligible list in the order of their standing in 
the examination, and against each name shall be noted the date 
of examination, the date on which the namjB was entered on the 
list and the average rating. 

(2) When two or more eligibles have received the same 
average rating the j)erson first filing his application, or if the 
examination be for promotion, the first appointed in the depart- 
ment, shall have priority. 

(3) A name will be removed from the eligible list at the 
expiration of two years, unless, in the judgment of the Com- 
mission, it is advisable that the names of all those whose eligibil- 
ity is about to expire be continued on the list for a third year. 
Persons shall be notified when their eligibility has terminated. 
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Grade 1. 



Grade 2. 



Grade 3. 



Grade 4, 



Grade 5. 



• Grade 6. 



All positions, the compensation of which is at the rate 
of not paore than four hundred dollars (f400) per 
annum. 

All positions, the compensation of which is at the rate 
of more than four hundred dollars (f400) and not 
not more than seven hundred dollars (f700) per 
annum. 

All positions, the compensation of which is at the rate 
of more than seven hundred dollars (f700) and not 
not more than one thousand dollars ($1,000) i)er 
annum. 

All positions, the compensation of which is at the rate 
of more than one thousand dollars ($1,000) and not 
more than fifteen hundred dollars (fl,500) per 
annum. 

All positions, the compensation of which is at the rate 
of more than fifteen hundred dollars (|1,500) and 
not more than two thousand dollars ($2,000) per 
annum. 

All positions, the compensation of which is at the rate 
of more than two thousand dollars ($2,000) and not 
more than twenty -five hundred dollars ($2,500) per 
annum. 

Grade 7. All positions, the compensation of which is at the rate 

of more than twenty-five hundred dollars ($2,500) 
per annum. 

For purposes of this section, full maintenance in state insti- 
tutions shall be valued at $150.00 per annum. 

IX. 
TRANSFERS 

(1) A person who has been permanently appointed to a 
position in the classified service may be transferred, with the con- 
sent of the Civil Service Commission and of the heads of the 
departments affected thereby, to a similar position in the same 
class, sub-class and grade. In special circumstances, one or more 
of the limitations concerning class, sub-class and grade may be 
waived bv the Commission; but no transfer shall be made to a 
position which, in the opinion of the Commission, can be 
adequately filled by promotion. 

X. 

REINSTATEMENTS 

(1) A person who" has been permanently appointed to a posi- 
tion in the classified service and who has been separated from the 
service through no delinquency or misconduct on his part, may be 
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reinstated in a position in the same class, sub-class and grade in 
the same department or institution, at the request of the appoint- 
ing officer, within one year from the date of separation. 

The names of such persons, except of those who have resigned 
from the service, shall be entered upon lists of separated 
appointees in the order of their original appointment, and shall 
remain there for a period of one year, and upon notice of a 
vacancy in the same or a similar position in any department or 
institution, names from such list of separated appointees shall 
be certified to the appointing officer in preference to names from 
the eligible lists; Provided, however, that the names of such per- 
sons who have resigned from the service on account of illness, 
removal to another locality, or for a similar reason which, in the 
opinion of the Commission, should entitle them to the provisions 
hereof, may be entered on such lists of separated appointees. 

(2) Whenever, for lack of work or funds, or for other like 
cause, it becomes necessary in any department or institution to 
reduce the force in any employment, the person last appointed 
shall be first discharged; and when such force is increased, per- 
sons so discharged shall be reinstated in the order of their original 
appointment. 

(3) No vacation with pay shall be granted by any depart- 
ment or institution without consent of the Commission to any 
person in the cliassified service for more than two weeks in any 
year; nor unless such person shall have been in the service at 
least one year and his services shall have been satisfactory during 
such period; nor unless the duties of his position can, during 
such vacation period, be performed without any additional 
expense to the State ; and the Commission shall be immediately 
notified of the giving of such vacation in the same manner as all 
other changes. In special circumstances, one or more of the above 
named conditions may be waived by the Commission. 

(4) Leave of absence without pay may be granted by the 
head of department where such absence does not exceed one month 
or, in case of sickness, six months, but the Commission, in excep- 
tional cases, the circumstances of which shall be stated in its 
minutes, may extend such periods, not, however, to exceed one 
year. 

(5) Absence without leave for a period of five days, unless 
it can be subsequently shown that such absence was unavoidable, 
may be construed as a resignation. 

XI. 
SUSPENSION, REDUCTION AND DISCHARGE 

(Civil Service Law, sections 5 and 15 [Statute Sees. 6 and 16]) 

(1) Officers or employes in the classified service shall be 
suspended, removed or discharged, or reduced in rank or compen- 
sation, for inefficiency, misconduct or insubordination, or to pro- 
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mote the efficiency of the service, only in the manner following, 
to wit: 

The Secretary or any member of the Commission, or any 
citizen of the State, may file with the Commission charges in writ- 
ing against any person in the classified service, for inefficiency, 
misconduct, insubordination, or other legal cause for discipline, 
suspension or discharge, specifically stating the complaint against 
said person. 

(2) Such charges shall thereupon be investigated by the 
Commission, or by a disciplinary board designated by the Com- 
mission for that purpose. The person concerned shall be given a 
full copy of the charges, and shall be allowed at least five days in 
which to make reply to such charges, which reply may be in writ- 
ing or in person before the said Commission or diciplinary board, 
as the Commission may direct. 

(3) Upon receipt of the explanation, or at the conclusion of 
a hearing, if such hearing shall be granted, the Commission or 
disciplinary board shall fix the penalty, if any; but the findings 
of the disciplinary board shall be subject to the approval of the 
Commission; and the findings of the Commission, or of the disci- 
plinary board when so approved, shall be final. Such penalty 
may be reprimand, to be made a matter of record; fine, not 
exceeding thirty days' pay, or both; or permanent reduction in 
rank, grade or compensation; or removal from the service. In 
fixing the penalty the Commission shall take into account the 
previous record of the person charged with an offense. The Com- 
mission shall thereupon transmit its findings to the head of the 
department where the person Effected is employed, and such find- 
ings and decision shall forthwith be enforced; Except that heads 
of departments, with the approval of the Commission, may dis- 
pense with services or reduce the compensation of any person 
employed in a department for any time, irrespective of this sec- 
tion, when there shall be no appropriation to pay for such serv- 
ice, or where economy requires cutting down of the force in such 
department or the reduction of salaries. 

(4) The provisions of this rule as to discharges for cause 
may be waived, in the discretion of the Civil Service Commission, 
in cases of discharges for cause from the penal and charitable 
institutions of the state. 

(5) The appointing power may, at any time, suspend with- 
out pay for ten days an employe who, in his judgment, is guilty 
of any misconduct or breach of discipline; and if, within that 
period, charges are filed with the Commission against such per- 
son, he may, with the consent of the Commission, continue such 
suspension until the Commission shall hear and decide the 
charges, which must be done within thirty davs after the same are 
filed. 
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xn. 

SPECIAL PROVISIONS FOR APPOINTMENT OF 

UNSKILLED LABORERS 

(CLASS P) 

(1) The local board of examiners at each state institution 
shall serve as a board of labor registration. The board shall 
establish separate registration lists for the different kinds of un- 
skilled labor and shall register applicants thereon in the order in 
which they apply. A name shall be stt*icken from the list at the 
expiration of two years. 

(2) The Commisfeion shall require an applicant to furnish 
such evidence or to pass such examination before the board of 
registration as they may deem proper with respect to his age, 
residence, physical condition, ability to labor, sobriety, industry 
and experience in the employment for which he applies. 

(3) Certification and appointment shall be made in the 
manner prescribed by Rule VI, except that the probationary 
period for unskilled labor shall be one month. 

(4) A laborer discharged from the service shall receive a 
discharge card from the officer under whom he was working, stat- 
ing the position in which he was last employed and certifying that 
his conduct and capacity were "good," "fair" or "poor." In case 
he received a rating of "good" for both conduct and capacity he 
shall be registered on a preferred list for reinstatement in the 
same or a similar position, and his name shall remain on such list 
for a period of two years. If rated as "poor" in either conduct 
or capacity he shall not be allowed to register again for a period 
of two years, except by special permission of the Commission for 
reasons to be stated in its minutes. 

XIIL (Old Rule XV.) 

AMENDMENT OF RULES 

(1) No amendment to these rules shall be adopted by the 
Commission at the same meeting at which it is proposed, and no 
final action shall be taken on any amendment in less than seven 
days after its proposal. The Commission shall furnish a copy of 
the proposed amendments to anyone requesting the same and shall 
allow him an opportunity to be heard if he so desires. 
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All applications which show the applicant to be ineligible for 
the examination or registration which he seeks, will be dis- 
approved and retained in the files of the Commission. All appli- 
cations which are defective in their execution and can be corrected 
by the applicant, will be i^eturned for correction. All unused 
applications will be canceled, after thev have been on file one 
year, on the order of the Commission. 

Applications which have been approved or disapproved and 
all examination papers of competitors form a part of the official 
records of the Commission and can not, under any circumstances, 
be returned to the applicants. 

in. Persons Who Will Not Be Examined, Registered or Certified. 

No person shall be examined, registered or certified for a 
position : 

1. Who has not paid the State Treasurer the sum of one 
dollar and does not exhibit the Treasurer's receipt therefor. This 
applies* to all applicants except unskilled laborers. 

2. Who has not, within the time limited by the Commission, 
filed an application upon the form prescribed for the particular 
examination or registration which he seeks and does not exhibit 
an official notice to appear for such examination or registration. 

3. Who is found to lack any preliminary requirement for 
the examination or service which he seeks. 

4. Who is not within the age limit prescribed for the service 
which he seeks. 

5. Who is physically unfit for the service which he seeks. 

6. Who is addicted to the habitual use of intoxicating bever- 
ages to excess. 

7. Who has been guilty of a crime or notoriously disgraceful 
conduct. 

8. Who has, within two years, been dismis'sed from the public 
service for delinquency or misconduct. 

9. Who has intentionally made a false statement of any 
material fact or practiced, or attempted to practice, any deception 
or fraud in his application, or examination, or in securing eligibil- 
ity or appointment. 

IV. Examinations. 

Official notice of the time and place of examination will be 
given to all candidates whose applications* have been duly filed and 
approved. 

The subjects of examination and their relative weights will 
vary with the requirements of the service for which the examina- 
tion is held. Practical and oral tests may be given. 

Where physical capacity is of importance, a certificate from 
a reputable physician or a physical examination may be required. 
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Unskilled laborers will not be examined for registration 
except as to age, residence, physical condition, ability to labor, 
sobriety, industry and experience, as to which the application with 
accompanying certificates will usually be sufficient evidence. 

V. What Applicants Should Bring to Examination Room. 

Persons taking the stenographer and typewriter examinations 
must provide themselves* with typewriting machines and stands or 
tables ; those taking the bookkeeper, draughtsman, or other exam- 
inations requiring the use of instruments, must furnish the instru-. 
ments required. All competitors must provide themselves* with 
pens, penholders, pencils, erasers, ink and blotters. Competitors 
should not bring any paper for use in the examination room, as 
sufficient blank paper will be furnished for all purposes. 

Each applicant must present his notice of examination and a 
receipt for one dollar from the state treasurer to be admitted to 
the examination. 

VI. Conduct of Examinations. 

The following is a copy of the Tcgulations which are given 
to each competitor at the beginning of every examination : 

1. Before proceeding to answer the questions in the exami- 
nation, you will fill out and sign a declaration sheet and seal the 
same in an official enevelope. At the closse of the examination 
this envelope and your papers shall all be marked by the examiner 
with an identical number to be known as your examination 
number. You must not fill in the blank provided for this 
NUMBER ON YOUR PAPERS. If any name or other means of identi- 
fication is found on any examination papers or envelope, the 
papers will not be examined. 

2. See that each sheet received by you pertains to the kind 
of examination which you are taking, and take care that you do 
not omit any of the sheets, which must all be returned at the close 
of the examination. Competitors are held responsible for errors 
and omissions. 

3. Note in the proper blank spaces the place and date of the 
examination, and the time of commencing and completing each 
examination sheet. 

4. You are not limited in time on any sheet, but you should 
gauge your work so as to complete the examination within the 
prescribed limit of time. Time is reckoned from the moment of 
receiving the first examination sheet. No allowance will be made 
for time lost in or out of the examination room. 

5. Do not leave the room with a sheet before you unfinished, 
for if you do the sheet will be taken up and will not be returned to 
you. Competitors are allowed to leave the examination room for 
luncheon on the completion of any sheet of questions, after 12 
o'clock. No additional allowance of time will be granted on 
account of such absence. Jfo competitor shall leave the room at 
any time without permission of the examiner. 
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6. Bead carefully the printed instructions on each sheet 
before commencing work thereon. 

7. If necessary, the back of a sheet may be used to complete 
your work, unless directions to the contrary are printed on the 
sheet. 

8. A question sheet spoiled by you can not be exchanged for 
another of the same kind. 

9. Perform all work on each examination sheet with ink. 

10. Pencil and scratch paper may be used in preliminary 
work, except in spelling exercise, which must be written with ink 
directly on the examination sheet from the dictation of the 
examiner. 

11. Use no scratch paper except that furnished by the 
examiner in charge and, on completing an examination sheet, 
hand him the scratch paper pertaining to that sheet. Have all 
your work complete on the examination sheet, however, as the 
scratch paper is collected, not for consideration in the marking, 
but for destruction. 

12. No helps of any kind are allowed. Before the examina- 
tion ib' commenced, hand to the examiner any written or printed 
matter that you may have which might, if used, aid you in your 
work. Do not make a copy of any of the questions to be taken 
from the examination room. 

13. All conversation or communication between the competi- 
tors during the examination is strictly prohibited. 

14. CAUTION. Every competitor is cauntioned not to 
attempt to copy from the work of any other competitor nor to 
permit any competitor to copy from his work or look over the 
sheets in his possession. All work, as* soon as written, should be 
carefully covered with a blotter or turned over as the sheets are 
completed. Evidences of copying or collusion in an examination 
may result in the cancellation of the examination papers and in 
debarring those guilty from all future examinations. 

15. All necessary explanations will be made to the whole 
class. Examiners are forbidden to explain the meaning of any 
question or to make any remarks or suggestions that may assist in 
its solution. 

• 

16. No unnecessary delay will occur in marking your papers, 
and you will be notified of your standing, whether you pass or 
fail, as soon as your papers are marked. You are requested not 
to increase the labors of the Commission by making inquires in 
regard to your standing. 

VII. Notice of Standing to Competitors. 

A notice of standing will be sent to each candidate examined, 
as soon as practicable, after the papers* are rated. The notice will 
show the general average obtained, which must be at least 70 per 
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cent to secure the entry of the candidate's name on the appro- 
priate eligible list. 

VIII. When Period of Eligibility Begins and Ends. 

The name of each successful candidate is entered upon the 
appropriate eligible list as soon as practicable after the comple- 
tion of the rating of the papers. The period of eligibility on all 
lists is two years from the date of entering the name upon it, 
unless continued for a third 3'ear by the Commission. All per- 
sons will be notified when their eligibility has terminated. 

IX. Change of Address. 

Applicants and eligibles must keep the Commission informed 
of any change of postoffice address. A failure to do so will be 
treated as the fault of the applicant or eligible, and may result 
in his losing an opportunity of examination or appointment. 
Requests to have the address changed should be made by letter, 
and should state whether the applicant has' been examined. Such 
letter should relate only to the change in address. All communi- 
cations should be directed to the Colorado Civil Service Commis- 
sion, State Capitol, Denver, Colorado. 
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Denver, Colorado, November 15, 1916. 

To His Excellency, GEORGE A. CARLSON, 

Governor of Colorado. 

Sir: 

The Bpard of Civil Service Commissioners of the State of Colo- 
rado respectfully submits for your consideration the following, its 
Fifth Biennial Report, for the fiscal years 1915-1916, pursuant to 
section 8 of Chapter 51 of the Session Laws of Colorado, 1915 : 

During a portion of the period covered by this report, to-wit, 
from December 1, 1914, to July 10, 1915, the original civil Service 
law of 1907, as amended in 1912, was in effect and administered by 
the Commission appointed under that law. The present civil serv- 
ice law was passed by the Twentieth General Assembly in 1915, and 
became^ effective on July 10 of that year. 

ORGANIZATION 

At the expiration of the term of Mr. William W. Grant, Jr., 
on June 30, 1915, your excellency appointed Mr. Arthur R. Mor- 
rison of Denver as his successor, under the civil service acts of 1907 
and 1912. 

The personnel of the Commission as then constituted was as 
follows : 

Term Expires 

Frank McLaughlin, President June 30, 1919 

Henry A. Hicks .'. June 30, 1917 

Arthur R. Morrison June 30, 1921 

After the civil service law of 1915 became effective, and on 
July 22, 1915, your excellency appointed the following as Civjl 
Service Commissioners, under section 2 of that law, to serve until 
January 9, 1917 : 

Frank McLaughlin, 

Imogene G. Clarke, 

Arthur R. Morrison, 
who now constitute the Board of Civil Service Commissioners. 

On July 28, 1915, the Commissioners appointed under the law 
of 1915 met and organized, electing Frank McLaughlin as president, 
and temporarily retaining the employes of the former Commission. 
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tive examination, unless such oflScer or employe be holding 
a position which is exempt from the classified service by 
section 2 of this act/' 

Section 2 refers merely to the appointment of civil service 
Commissioners, and, while it is contended that it was the intention 
of the General Assembly to refer to section 11, the Commission is 
divided on this point, though we are informed that the District 
Court of the Eleventh Judicial District has upheld teh contention 
that the reference to section 2 is an error. The decision referred 
to is the only judicial expression on this point ; and this is not finals 
as it is now pending in the Supreme Court on application for* super- 
sedeas, and is meanwhile stayed. 

In view of, the divided opinion of the Commission (a majority 
contending that it could not go beyond the terms of the law for a 
construction, as that was a matter for the courts), all heads of de- 
partments and institutions, and employes occupying other positions 
declared to be exempt, who were holding under competitive exam- 
ination at the time the 1915 act became effective, have been, retained 
on the classified list. 

HEAEINGS AND INVESTIGATIONS 

Case of Harry W. Eisley, 
Commissioner of Public Printing. 

On August 9, 1915, the Governor suspended Harry W. Risley, 
Commissioner of Public Printing, for a period of ten days without 
pay, under Rule XI, subdivision 5, alleging misconduct and breach 
of discipline. On August 17 formal charges, containing eleven spec- 
ifications alleging inefficiency, failure to comply with the laws re- 
lating to public printing, etc., were filed with the Civil Service Com- 
mission, with a request that the period of suspension be continued 
until the charges should be heard and determined. On August 18 
the Commission adopted a resolution to request the Governor to 
make certain of the charges more specific, and also a resolution con- 
tinuing the suspension. On August 21 the Commissioner of Print- 
ing filed his answer to the charges not affected by the resolution. 
On August 23 the Governor filed amended charges in compliance 
with the resolution, and on August 26 the Commissioner filed his 
answer thereto. A motion to strike certain portions of the answei* 
was thereupon filed on behalf of the Governor, and on September 7 
the Commission sustained the motion by striking certain objection- 
able matter. 

Oral hearings were thereupon conducted by the Civil Servic<^ 
Commission, covering a period of several weeks, at which hearings 
the parties interested were represented by counsel, a number of 
witnesses were examined and a great mass of evidence introduced. 

The Commissioners thereupon submitted to the Governor their 
separate findings and recommendations. Commissioner McLaugh- 
lin found a majority of the charges to have been sustained by the 
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During this period, and in order that complication as to the 
salaries of employes in the classified service might be avoided, the 
monthly pay rolls submitted to the Commission were certified by 
the Secretary of the present Commission and the former Secretary 
cf the old Commission, jointly. 

On April 3, 1916, the Supreme Court affirmed the judgment 
of the District Court in the referendum case, and no further ques- 
tion of the validity of the 1915 law was raised. 

THE CIVIL SERVICE LAW OF 1915 

The provisions of the civil service law now in effect are sub- 
stantially the same as those of the statutes repealed, except in the 
following particulars : 

1. The present law provides for the appointment of three com- 
missioners whose terms shall be co-terminous with the tenure of 
office of the Governor making the appointments. The original act 
provided for six-year terms and the appointment of one commis- 
sioner every alternate year. 

2. The commissioners under the present law receive $600.00 
each per annum, while under the old law they served without pay. 

3. The 1915 act omits the requirement for publication of rules 
adopted by the Commission before the same should become effective 
under the original act. 

4. The present law exempts from the classified service a num- 
ber of positions included under the original act and amendment, 
notably heads and chief deputies of departments and institutions, 
one stenographer for the head of each department, janitors, common 
laborers, clerks of courts of record, etc. 

5. The present law provides for the certification of the three 
highest eligibles on requisition for appointment, while under the 
old law the highest eligible only was certified. 

.6. The present law omits the penalty imposed by the 1912 
amendment for payment by auditing and disbursing officers with- 
out the certification of the Commission. 

7. The 1915 act fails to provide the Commission with a con- 
tinuing appropriation to carry on its work, thus leaving any pro- 
vision for salaries and expenses in the discretion of the legislature. 

8. The present law also abolished all eligible lists existing at 
the time it became effective. 

QUESTION AS TO THE STATUS OF HEADS OF DEPART- 
MENTS CLAIMING TO HOLD UNDER EXAMINATION 

Section 26 of the act of 1915 provides that 

** Nothing in this act shall be construed to remove 
from the protection of the civil service any officer or em- 
ploye in the service of the state at the time this act shall 
become effective and who shall have previously been ap- 
pointed to his present position as the result of a competi- 
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The Commissioners thereupon submitted to the Governor their 
separate findings and recommendations; Commissioners McLaugh- 
lin and Clarke finding that the evidence didnot support the charges' 
and Commissioner Morrison finding Capp guilty as charged and 
recommending his removal. 

EXAMINATIONS 

No examinations have been held during the past biennial 
period, with the exception of an examination for Irrigation Division 
Engineers in the five irrigation divisions of the State on May 22, 
1916, and days following. This examination resulted in the crea- 
tion of an eligible list from which appointments were made by the 
Governor in July, 1916. 

In explanation of the fact that no other examinations were 
held during this period, the Commission desires to state that the 
litigation involving the question of referendum' hereinbefore re- 
ferred to, and the questions raised as to the validity of the 1915 act 
(which matters were but recently disposed of), so engrossed the 
attention of the Commission and made it appear to be unwise to 
spend the time and money in the creation of eligible lists, which 
might have been a useless effort and unfair to applicants. 

Aside from the above, the appropriation for the use of the 
Commission was insufficient even to pay the salaries of the regular 
employes necessary to keep the office open and attend merely to the 
routine work. It became necessary for one of the employes to de- 
vote a portion of her time to another department which paid half 
of her salary. 

APPOINTMENTS FROM ELIGIBLE LISTS 

During the period from December 1, 1914, to July 10, 1915, 
and during which period the civil service law of 1907 as amended 
in 1912 was in effect, forty-five (45) certifications, and appointments 
were made from eligible lists created by the former Commission. A 
list of these certifications and appointments will be found in the 
report of the Secretary and Chief Examiner. 

Nine additional appointments were attempted to be made from 
such eligible lists subsequent to July 10, 1915, the date on which 
the present civil service law, which abolished all existing eligibhi 
lists, became effective. Four of the persons so attempted to be ap- 
pointed are still occupying the positions. 

In July, 1916, certifications and appointments were made from 
the list created by this Commission to fill the positions of ^Irrigation 
Division Engineers in Irrigation Divisions Nos. 1, 2, 3 and 5, re- 
spectively. 

PROVISIONAL AND TEMPORARY APPOINTMENTS 

It will be noted from the report of the Secretary and Chief 
Examiner, appended hereto, that a number of provisional and tem- 
porary appointments were authorized during the biennial period. 
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under the provisions of Rule VII, subdivisions 1 and 3, and in the 
absence of eligible lists from whicl\ certifications might be made. 
The reasons for the absence of such eligible lists has been heretofore 
explained. 

These appointments were made on nomination of the appoint- 
ing officer for non-competitive examination, and the nominees were 
required to make such compliance with the law and rules in the 
matter of these appointments as could be enforced under the exist- 
ing conditions. While the rules provide for examinations in sucli 
cases within sixty days, it is obvious from the foregoing that exai^- 
inations could not have been held. There are, therefore, a great 
many employes now in the state service holding their positions un- 
der provisional appointment and awaiting examination. 

CLASSIFICATION 

As hereinbefore stated, the civil service law of 1915 made a 
number of changes in the classified service by reason of the excep- 
tions mentioned in section 11. The classification as theretofore in 
effect is consequently now inapplicable as regards heads of depart- 
ments and other exempt positions. This classification, under Rule 
II, was, however, adopted with the other rules of the former Com- 
mission on August 7, 1915, so far as applicable to and not in con- 
flict with the present law. 

A resolution was recently adopted by the Commission author- 
izing a reclassification of the state service, and the work was begun ; 
but, in view of the questions raised and differences of opinion as 
to the inclusion or exclusion of certain position under the new law, 
and also in view of the fact that the possible adoption of the con- 
stitutional amendment voted upon at the general election (the 
amendment was defeated on November 7) would require a com- 
plete reorganization of the civil service system, it seemed unwise 
to publish a new classification at this late date, but rather to await 
the result of the vote on the amendment and the action of the next 
General Assembly. 

It has been repeatedly suggested by this as well as former 
Commissions, that the adoption of a classification in conformity with 
the duties and requirements of the various positions is one of the 
steps most needed for an efficient administration of the merit sys- 
tem. Attention has again and again been called to the fact that, 
in order to properly classify the service, a thorough investigation 
into all departments and institutions will be necessary; and this 
can only be accomplished by the employment of an ** efficiency ex- 
pert.*' Only when such a classification shall have been adopted, 
can the^ matter of appointments, promotions and transfers be sy? 
tematically regulated and the best results attained. This is one of 
the most important matters in civil service administration, and 
when the legislature recognizes the urgent need of an adequate ap- 
propriation for this work, then will the state service be placed on a 
sound efficiency basis. 
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SUGGESTED LEGISLATION 

The legislation that is ne<?essary to insure the stability of civil 
service may be denominated under several heads : 

A constitutional amendment which shall provide that all em- 
ployment shall be according to merit and fitness ; that the Commis- 
sioners shall be appointed in such manner that they may be as free 
as possible from the influence of politics ; that the expenses of the 
Commission be provided for by the Constitution itself ; 

An enabling act by the legislature, with the broadest possible 
powers in the Commission to make classification of employes, to £x 
salaries based upon such classification ; giving the Commission also 
power to employ efficiency investigators so that the standard of ef- 
ficiency may be maintained; a proper system of discharge or dis- 
cipline for failure to maintain the standards ; reasonable compensa- 
tion to members of the Commission ; and a well-defined rule as to 
the exemptions, if any. The exemptions, however, should not in- 
clude heads of departments; and a very careful consideration 
should be given in such a law to the advisability of certifying more 
than one eligible to the appointing power. 

CONCLUSION 

It is needless to occupy space in extolling the merits of the sys- 
tem, for it has long been recognized that the trend of the most ad- 
vanced thought of the age is toward civil service reform. However, 
in Colorado, as well as elsewhere, where civil service laws have been 
in force for several years, there are still those who have not yet be- 
come fully adjusted to the new order. The idea of patronage is 
still extant, and perhaps always will be, in the minds of a certain 
class of politicians. Our future problem is to educate the publi«t 
mind to the advantages of the system to the elective and appointive 
official, as well as its economic value to the taxpayer and the public 
in general. The best results can be secured only by the co-operation 
of officials and employes, and it is such co-operation which we 
urgently invite. 



In conclusion, the Commission desires to express to your ex- 
cellency its appreciation of assistance in the enforcement of the law. 

Respectfully submitted" 

FRANK McLaughlin, 

President. 

IMOGENE G. CLARKE, 

ARTHUR R. MORRISON, 

Commissioners. 
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State oi Colorado 

fioard of Civil Service Commissioners 



Report of 
Secretary and Ckief Examiner 



To the Honorable, 

THE BOARD OP CIVIL SERVICE COMMISSIONERS 
of the State of Colorado. 

Gentlemen : I beg to submit herewith for your consideration 
the following statistical report of your Secretary and Chief Exam- 
iner for the biennial period beginning December 1, 1914, and ending 
November 30, 1916: 



The undersigned was appointed as Secretary and Chief Exam- 
iner on February 15, 1916, and has served in such capacity during 
a period of but nine months of the biennial period. This report, 
however, has been compiled from the records of the office for the 
entire period, and covers the activities of the department from 
December 1, 1914. 

The present incumbent has been somewhat hampered by the 
litigation and similar matters, with which you are of course famil- 
iar, as well as by the lack of adequate funds with which to success- 
fully carry out the purposes for which the Commission was created. 
The record for the period is not such as might be desired, but it 
is the most that could be accomplished under the circumstances. 

EXAMINATIONS 

No examinations. were held during the period except for Irri- 
gation Division Engineers in Irrigation Divisions Nos. 1, 2, 3, 4 
and 5. These examinations were held at Denver, Pueblo, Alamosa, 
Montrose and Glenwood Springs, the respective headquarters of 
the several divisions, on May 22, 23 and 24, 1916, resulting in an 
eligible list for each division, from which lists certifications were 
thereafter made on requisition of the Governor to fill the positions 
in Divisions Nos. 1, 2, 3 and 5. These examinations were held by 
the Civil Service Commission and the State Engineer, jointly, in 
accordance with the provisions of the Civil Service Law and Rules 
and the provisions of sections 3337 to 3340, inclusive, of the Revised 
Statutes of 1908 and Chapter 155 of the Session Laws of Colo- 
rado, 1911. 
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CLASSIFIED AND UNCLASSIFIED SERVICE 

The following table gives the number of positions in the entire 
state service according to department and institution — classified, 
unclassified and exempt — together with the status of employes in 
the classified service. 

It will be noted that the employes in the classified service aro 
listed under several headings, as follows : 

** PERMANENT'' — Including those who have been certified as the 
result of examinations ; 

*' PROVISIONAL'' — Including those who have been nominated 
and appointed under the provisions of Rule VII, subdivision 1, 
paragraph 1 ; 

TEMPORARY" — Including those who have been nominated 
and appointed under the provisions of Rule VII, subdivision 3 ; 

APPOINTED PRIOR TO JANUARY 22, 1913"— Including 
those who were occupying their respective positions at the time 
when the civil service amendment of 1912 became effective and 
, who were at that time considered to be permanent, but who 
were later delared by the courts and the Commission to be with- 
out the protection of the civil service law. These employes are 
merely occupying their positions at the pleasure of the ap- 
pointing officers, pending examination. 

'* RESOLUTION JUNE 23, 1916"— Including those who come 
within the provisions of the following resolution adopted on 
said date : 

** Whereas, By the terms of section 26 of Chapter 51 of 
the Session Laws of 1915, providing for civil service, it is pro- 
vided, among other things, that nothing in the act shall be con- 
strued to remove from the protection of the civil service any 
officer or employe in the service of the state at the time said 
act shall become effective, namely, on July 10, 1915, and who 
shall have previously been appointed to his position held on 
said date as the result of a competitive examination ; and 

** Whereas, Sundry employes .have taken and passed cer- 
tain examinations prior to the adoption of said act, and were 
and are holding their present positions as the result of such 
competitive examinations; 

**Now, Therefore, Be It Resolved, That it is the sense of 
this Commission that all employes in the service of the state 
on July 10, 1915, who were on that date holding positions sim- 
ilar to those for which they had previously qualified, respec- 
tively, as the result of competitive examinations, be considered 
by this Commission as within the provisions of section 26 of said 
act as holding their positions on July 10, 1915, as the result 
of competitive examinations, and entitled to the protection of 
the civil service." 
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** APPOINTED PRIOR TO JUNE 30, 1907 ' '—Including those 
who were occupying their respective positions in the penal and 
charitable institutions at the time when the original civil serv- 
ice act of 1907 became effective, which said act provided that 
**all persons occupying positions in the classified service when 
this act takes effect, shall retain their positions until removed 
therefrom under its provisions." 

In the last column are listed the number of positions in the un- 
classified or exempt class, including elective officers and deputies, 
members of boards and commissions, heads and chief deputies of 
departments and institutions, janitors, common laborers, officers 
and employes of the General Assembly, officers and instructors in 
educational institutions, and all other positions which are exempt 
by law. 

The following table is complete except as to employes in the 
District and County Courts not referred to therein, which courts 
have failed to comply with the law in the matter of submitting pay 
rolls to the Commission for certification. 
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RECAPITULATION 

DEPARTMENTS 

Classified — 

Permanent 67 

' Provisional 208 

Temporary 17 

Appointed prior to January 22, 1913 164 

Resolution June 23, 1916 19 



475 



Unclassified and exempt 642 

'EDUCATIONAL INSTITUTIONS 

Classified — 

Permanent 2 

Provisional 57 

Temporary 6 

Appointed prior to January 22, 1913 37 

102 

Unclassified and exempt 517 

PENAL, CHARITABLE AND REFORMATORY INSTITUTIONS 

Classified — 

Permanent .... ^ 46 

Provisional 274 

Temporary 5 

Appointed prior to June 30, 1907 14 

Unclassified and exempt 

Total 

CLASSIFIED 



Permanent 

Provisional 

Temporary i 

Appointed prior to January 22, 1913 

Resolution June 23, 1916 

Appointed prior to June 30, 1907 

Total 916 



66y 


78 


916 


1,237 


115 




539 




28 




201 


• 


19 




14 
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PROVISIONAL AND TEMPORARY APPOINTMENTS 

In the absence of adequate or appropriate eligible lists, the fol- 
lowing provisional and temporary appointments were authorized 
during the biennial period under Rule VII, subdivision 1, para- 
graph 1 : 



state Auditing Board — 

Secretary 1 

State Auditor — 

Public Examiner 1 

State Examiner 2 

Assistant Examiner 12 

Examiner 1 

Registrar 1 

Tabulator 1 

Stenographer 1 

State Bank Commissioner — 

Deputy 4 

Board of Capitol Managers — 

Supervising Architect 1 

Museum Assistant .1 

Draftsman 1 

Index Clerk 1 

Elevator Pilot 2 

Watchman , 6 

Fireman 2 

Janitor , 2 

Civil Service Commission — 

Technical Expert 1 

Coal Mine Inspector — 

Stenographer 1 

State Dairy Commissioner — 

Deputy .1 

Field Man 2 

Inspector 2 

State Engineer — 

State Engineer 1 

Deputy 1 

Irrigation Division Engineer 3 

Hydrographer 6 

Stenographer 1 

. Filing Clerk 1 

Game and Pish Department — 

Superintendent of Hatchery 2 

Chief Game Warden 1 

Deputy Game Warden 21 

Assistant Spawn Taker 6 

Geological Survey — 

Geologic Assistant 2 

Office and Laboratory Assistant . 1 

General Assistant 1 

Governor — / 

Messenger .* 1 

Board of Health — 

Drug Inspector 1 

Food Inspector 1 

Assistant Vital Statistician 1 

Board of Immigration — 

Steno. and Lantern Operator 1 

Clerk and Stenographer 1 



Statistician 1 

Stenographer 1 

State Industrial Commission — 

Actuary 1 

Auditor 1 

Underwriter 2 

Chief of Claim Department 1 

Assistant Manager State Fund.... 1 

Secretary 1 

Inspector 1 

Clerk and Stenographer 1 

Stenographer 3 

Insurance Department — 

Commissioner 1 

Cashier, Accountant, etc ^. 1 

Assistant Examiner 1 

Assistant to Examiner 7 

Board of Land Commissioners — 

Draftsman 1 

Clerk 3 

Bureau of Mines — 

Clerk and Assistant Curator 1 

Inspector 4 

Inspector of Oils — 

Deputy 1 

Supt. of Public Instruction — 

Assistant Librarian 1 

Library Assistant 1 

Public Utilities Commission — 

Secretary 2 

Statistician 1 

Assistant Statistician 1 

Civil Engineer : 1 

Electrical Engineer 1 

Telephone Expert 1 

Hate Expert 1 

Reporter 1 

Inspector 4 

Stenographer 9 

Clerk 1 

Office Boy 1 

Secretary of State — 

Deputy Labor Commissioner 1 

Chief Flat Tax Clerk 1 

Clerk and Cashier 1 

Messenger and Assistant Clerk.. 1 

Supt. Free Employment Bureau 5 

Asst. Supt. Free Emp. Bureau.... 4 

Deputy Factory Inspector 6 

Clerk — Factory Insp. Dept 1 

Filing Clerk 1 

Chief Clerk 1 

Clerk, Cashier, Accountant 1 

Computer 2 
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Information Clerk 

Chief Comparing Clerk..., 

Assistant Comparing: Clerk 

Chief Document Clerk 

Assistant Document Clerk 

Assistant Supervisor of Private 

Employment Agrencies 

Com'n Merchants Inspector 

Assistant Motor Vehicle Clerk.... 

Clerical Assistant 

Asst. Cashier — Flat Tax Dept 

Assistant Recording Clerk 

Assistant on Industrial Com'sn.. 5 

Clerk and Stenographer 1 

Stenographer 2 

Board of Stock-Ii|spection Com- 
missioners — 

State Veterinary Surgeon 1 

Inspector 16 

Special Inspector 10 

Clerk 2 

Survey Committee of State Affairs — 

Surveyor 1 

Investigator 2 

Clerk, Stenographer, Bookk'pr.... 1 

Legal Clerk 1 

Clerk 1 

Tax Commission — 

Investigator 1 

Clerk 1 

State Treasurer — 

Liquor License Inspector 3 

Accountant Clerk 1 

Bookkeeper 1 

County Court (Denver) — 

Division and Recording Clerk 1 

County Court (El Paso) — 

Deputy Clerk and Bailiff 1 

Juvenile Court (Denver) — 

Probation Offlcer 5 

Stenographer and Clerk 1 

State Agricultural College — 

Secretary to President 1 

Civil Engineer 1 

Multigraph Operator 6 

Steno. and Multigraph Operator 1 

Clerk and Stenographer 8 

Clerk 3 

Stenographer 4 

Painter 1 

Dairyman 1 

Telephone Operator 2 

Fireman 1 

Janitor 2 

Laborer 66 

Herdsman 2 

Assistant Cook 1 

Bookkeeper 1 

School for Deaf and Blind — 

Boys' Supervisor 1 

Assistant Boys' Supervisor 1 

Girls' Supervisor 1 



Painter , 2 

Carpenter 2 

Baker i 

Fireman 5 

Seamstress l 

Night Watchman 1 

Laundress 1 

Assistant Laundress 4 

House Cleaner 1 

House Girl 8 

Kitchen Helper 1 

Laborer 2 

School of Mines — 

Assistant in English 1 

Storekeper Chemical Lab 1 

Carpenter 3 

Fireman 3 

Watchman 1 

Laborer 9 

State Teachers' College — 

Stenographer 3 

Telephone Operator and Typist.. 1 

•Janitor 1 

Laborer 7 

State Normal School — 

Laborer : 1 

University of Colorado — 

Stenographer 3 

Clerk 4 

Secretary Committee on Recom- 

njendation of Teachers 1 

Librarian 4 

Telephone Operator 1 

Carpenter 1 

Fireman 2 

Janitor 5 

Cook 4 

Waitress 3 

Night Superintendent Hospital.. 1 

Nurse 2 

Dish Washer 1 

State Home for Dependent and 
Neglected Children — 

Bookkeeper and Stenographer.... 2 

Physician 1 

Boys' Supervisor 3 

Assistant Boys' Supervisor /.. 2 

Boys' Relief Matron 2 

Girls' Relief Matron 2 

Night Nursery Matron 5 

Nurse 3 

Matron 1 

Assistant Nursery Matron 3 

Girls' ' Matron 2 

Relief Matron 2 

Cook 2 

Dairyman 2 

Electrician and Repair Eng'r 1 

Seamstress 2 

Assistant Laundress 3 

Janitor 1 
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StaX£ XndnstrisJ S<^ool for 
Caii^ Clerk 



Tailor 

Carpenter 

Barber and Xigiit Watc 



Cook 



Florist 



Bam axkd Stock Ifa.Ti 



Instructor in "WcKtdirorfciiig- 
Laimdrrinan 



Asst. to CompaiT Corr. ma nders- 

Xigiit 'WatriiTnaTi 

C^>ttag* Matron 

State IndustriaJ Scbi»ol for Girls — 

Boc'kkfieper 

Teacher 



Teaciher I>omeEtic Scienoe. 
rnetitian . 

Matron 



Asgjrra.rt Matron 
Kitdb^ai Matron _ 
Laborer . 



1 
1 
2 
1 
1 
2 
1 
1 
1 
1 
2 
1 
11 



1 
4 
1 

1 

2 

1 
1 



House of I>etenticn — 
Cook 



Cojorado Insane AftIui 
Assistant PhyEician. 

I>er:tlst 

I>ni4crerist 

Storekeeper 

Bookkeeper 



S"aperi2:tendent of Xiirses- 

"STITBe - 

Ind-QStrial Teaeiier 



G^zerazsi 

Xigiit "Watctman 

Assistant Farmcs" 

Kir«nan 

Butciier 

Assistant lAurj^rTTnan 

Laiir. dress 

Assistant Cook _ 

CartwT 

I>omestic 



State Home ax^d Training Sciiool 
for Mental r*ef€>ctiTes — 



Assistant Farmer 
LanndrTuoan 



2 
1 
1 
1 
1 
1 

S2 
1 
1 
3 
2 
1 
1 
2 
1 
t 
1 
4 

2i 



1 
S 

1 



Cook 



Colorado State PenitentianF — 

!^eptrtT 'ITarden 

Parole Officer 



Hospital Ste-srard 

Physician and Surgeon. 
Chaplain . 



Stenographer 

T>ji'nr'it OrerseeT 

Overseer of Gardens. 

Xight Matron 

Guard 



Colorado State Reformatory — 

Physician 

Chaplain 

Sn^rlxkeer 



Farm Siiperirtendent 

Kitchen Matron — Ste-wardess. 

Patrol Officer 

Giiard . 



Soldiers* and Sailors* Home — 
Chaplain 



ComTnissary 

Musician 

Florist 

Gardener 

Laui^dryman 
Laundress _ 



La-ndry Assistant 

Baker 

Cook 



Assistant Cook 
Foreman 



Night •i'atchman 

Janitor 

Teamster 



Orderly Sergeant, etc. 

Care of Hogs 

Meat Cutter 

La-irn Man 

Matron 

Nurse 

Waitress 



1 

€ 

12 

1 
1 
1 
1 
1 
1 

1 

* 

1 

1 

22 

1 
3 
1 
1 
1 
1 
IS 

1 
1 



Kitchen Helper 
r»ish "Washer 



Total 



1 
3 

. 1 
. 3 

2 
. 2 
. 1 
. 4 
. 1 
. 1 
. 1 
. 1 
- 1 
. 1 

S 
. 1« 
. 1 
. 3 

-Sil 



It should be stated, in explanation of the above table, that, in 
every ease of pro^'isional and temporary api>ointment on nomination 
for non-oompetitive examination, the person nominated was re- 
qnired to file an application under oath, s^etting forth bis experi- 
ence and qualifications in detail, and furnishing satisfactory refer- 
ences, all of which were carefully examined and passed upon before 
the appointment was anthorized. 
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FINANCIAL STATEMENT 



RE3CEIPTS 
Appropriation ■. $2,854.25 

DISBURSEMENTS 

Salaries $2,502.00 

Traveling Expenses 97.00 

Court Costs 24.50 

Printed Blanks jl. 60.20 

Postage 50.00 

Stationery -. 45.99 

Office and Typewriter Supplies 12.95 

Telephone and Telegraph 17.07 

Express .87 

Press Clippings 30.20 

Miscellaneous j 4.00 

Unused Balance, Transferred to General Fund 9.47 

$2,854.25 

SAZiABT AVD ZNCXDBVTAA FtTVB— 1916 

RECEIPTS 
Appropriation $2,000.00 

DISBURSEMENTS 

Salaries $2,000.00 



RECEIPTS 
Appropriation $2,400.00 

DISBURSEMENTS 

Salary of Sec'y and Chief Examiner — Dec. 1, 1914, to Nov. 30, 1915 $2,400.00 

SECBETABT'S SAZiABT FtJVS— 1916 

RECEIPTS 
Appropriation $2,400.00 

DISBURSEMENTS 

Salary of Sec'y and Chief Examiner — Dec. 1, 1915, to Nov. 30, 1916 $2,400.00 

GEVEBAZi ZNOIDBVTAX FtJlTD — 1915-1916 

RECEIPTS 
Appropriation $ 500.00 

DISBURSEMENTS 

Printed Blanks $ 14.00 

Postage 75.00 

Stationery 62.81 

Office and Typewriter Supplies 238.98 

Office Furniture 15.90 

Telephone and Telegraph 44.86 

Express 5.65 

Press Clippings 33.00 

Miscellaneous 4.00 

Unused Balance, T''ransf erred to General Fund 5.80 

$ 500.00 
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CASK FtTiri>— 1916-1916 

Balance in hands of State Treasurer Nov. 30, 1914 $ 324.75 

^ RECEIPTS 

Examination Fees, Dec. 1, 1914, to Nov. 30, 1916 882.00 

$1,206.75 



DISBURSEMENTS 

Salaries $ 821.50 

Traveling Expenses 19.95 

Advertising 11.35 

Office Supplies 3.35 

Membership -Fee, National Assembly of Civil Service 

Commissions 10.00 

* 

Examination Fees Refunded 9.00 

Balance, Nov. 30, 1916 331.60 



$1,206.75 



SUMMARY OF WORK 

The records of the office show that, during the past biennial 
period, the Commission has held fifty-two meetings, conducted two 
hearings, held examinations for Irrigation Division Engineers in 
five Divisions, certified seventy eligibles, fifty-eight of wliom were 
appointed; examined and certified over twelve hundred regular, 
besides a number of special, pay rolls, involving the monthly check- 
ing of over one thousand items; entered daily the information re- 
garding changes in the various departments and institutions (each 
change requiring an entry on three distinct records comprising the 
public roster, i. e., the alphabetical roster, from which pay rolls are 
checked, the classified roster and the permanent roster book) ; ex- 
amined eight hundred and twenty-one applications for provisional 
and temporary appointment on nomination for non-competitive ex- 
amination, and passed upon the qualifications of as many ap- 
pointees ; besides handling a voluminous correspondence, and inter- 
preting the new civil service law in connection with many and 
various questions arising in the departments and institutions and 
as to the status of employes in the classified service under the 1915 
law. 

During this period a classified roster was installed, in addition 
to the alphabetical roster arranged according to departments and 
institutions, and a new form of roster card adopted, which greatly 
facilitates the keeping of a chronological record of the service of 
each employe. Bound books on special forms were also purchased, 
in which is kept the record of each employe in permanent form froTii 
the time of his examination until termination of employment. These 
changes involved considerable labor in duplicating the records on 
the several rosters, and in entering subsequent changes, but the con- 
venience of the system amply repays the effort and expense. 



^ 
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This Commission receives daily from state and municipal civil 
service commissions throughout the country copies of examination 
questions, schedules, and other civil service information, pursuant 
to a resolution adopted by the National Assembly of Civil Service 
Commissions at its annual meeting in 1914 ; and this data has been 
arranged and classified for ready reference. The office has an- 
swered a considerable volume of correspondence and requests for 
copies and information from this matter. 

A compilation of ** Citizenship and Residence Requirements" 
of civil service commissions in the states and principal cities, pre- 
pared by this office and from the data thus collected, has been listed 
in the bulletins of several bureaus of information on public affairs, 
and has been furnished on request to civil service commissions, 
libraries and research bureaus throughout the country. We have 
just revised this compil^-tion from the latest reports of the various 
commissions, so as to bring it down to date. 

ACKNOWLEDGMENTS 

In conclusion, I desire to express to the members of the Com- 
mission my appreciation of their advice and direction, as well as 
for their generous expenditure of time and attention to the many 
details presented to them for consideration ; and to Governor George 
A. Carlson, as well as to the heads of departments and institutions, 
for their courtesy and co-operation in the matter of the enforce- 
ment of the civil service law. I desire also to thank the employes 
of the office — Mr. Douglass Killin, chief clerk, and Miss Alice M. 
Morley, clerk and stenographer, for their valuable assistance to me 
in carrying on the work of the department and for the thorough 
and conscientious manner in which they have performed their 
duties. 

Respectfully submitted, 

ELEANOR F. YOUNG, 

Secretary and Chief Examiner, 
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CIVIL SERVICE LAW 

Section 1. There is hereby created a. Board of Civil Servie*? 
Commissioners consisting of three (3) members, not more than two 
(2) of whom shall be adherents of the same political party, and 
Hone of whom shall hold any other office, either elective or ap- 
pointive; and members to be appointed by the Governor. 

Sec. 2. Within thirty (30) days after this act shall go into 
effect the Governor shall appoint three (3) persons as Civil Service 
Commissioners who shall serve from the date of their appointment 
until the expiration of the term of office of the Governor making 
said appointments or until their successors are duly appointed and 
qualified. Upon the expiration of the term of office of said Civil 
Service Commissioners and every two years thereafter the Governor 
shall appoint three persons as the successors of the Commissioners 
whose terms shall have expired, the tenure of office of which said 
Commissioners shall be co-terminous with the tenure of office of the 
Governor making said appointment. The Governor may remove 
any Commissioner appointed under this act for incompetency, in- 
efficiency, neglect, or violation of its provisions, or the rules in force 
hereunder. Any vacancy shall be filled for the unexpired term by 
appointment by the Governor. 

Sec. 3. The Commissioners shall each receive an annual 
salary of six hundred dollars ($600) payable monthly, in the man- 
. ner prescribed by this act for the payment of salaries, and in addi- 
tion thereto ^hall be paid their traveling expenses and other neces- 
sary expenses while engaged in the business of this Commission. 

Sec. 4. Within thirty (30) days after their appointment, the 
Civil Service Commissioners shall meet at the State Capitol in the 
City of Denver, Colorado, and shall thereupon appoint a Secretary. 
The Secretary shall be chief examiner and shall serve during the 
pleasure of the board and under its directions. The Secretary shall 
be paid a salary not to exceed Twenty-four Hundred Dollars 
r$2400) a year, and his necessary traveling expenses actually in- 
curred in the discharge of his official duties, such salary and ex- 
penses shall be paid monthly from the general fund or from such 
special fund as may be created or provided for. The Civil Servi^'.e 
Commissioners may also employ such other assistants as may be 
necessary to carry out the provisions of this act. 

Sec. 5. Whenever desirable, the Commissioners may desig- 
nate one or more of their number to act as examiners, or one or 
more persons in the service of the State, or any County Superin- 
tendent of Public Instruction, who shall act as assistants to the 
Commissioners in any examination held under this act. All officers 
of the State and the County Superintendents of Public Instruction 
shall assist the Commission in carrying out the provisions of this act. 

Sec. 6. It shall be the duty of the Commissioners to investi- 
gate all alleged breaches of this act, and of its rules, and in the 
course of such investigation they, or any of them, or the Secretary, 
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may subpoena witnesses, administer oaths, compel the testimony 
of witnesses, and the production of books, papers and records rele- 
vant to such inquiry, and it shall be the duty of any person so sub- 
poenaed to appear and testify, and to produce such books, papers 
and records as are called for in such subpoena. The same compen- 
sation shall be allowed for the attendance of witnesses, service of 
papers by officers, as is allowed by law in the District Courts for 
the respective Counties in which such investigation shall be held, 
and the Commission shall certify such amounts to the Auditor of 
State for payment from the fund which shall be appropriated for 
the purpose of carrying this act into effect. 

Sec. 7. The Secretary of State shall provide the necessary 
printing, stationery and postage, and a suitable and properly fur- 
nished office in the State Capitol for the Commission. On the re- 
quest of the Commission, the custodians of public buildings of the 
State shall make suitable provisions for the work of the Commission. 

Sec. 8. The Commission shall keep records of its proceedings, 
and of all examinations made by it, or under its authority. All 
records and documents filed with the Commission shall be preserved 
as public records and open to public inspection. 

The Commission shall, on or before the 15th day of November 
preceding each regular session of the General Assembly, make a 
report to the Governor of its work during the two preceding years, 
including any rules adopted under the provisions of this act, and 
any suggestions for legislation to carry out its purposes, or to im- 
prove the public service. This report shall be printed* and distrib- 
uted as a public document, at the discretion of the Governor. 

Sec. 9. The Commission shall make and enforce rules to carry 
cut the purposes of this act, and may alter or rescind them. All 
rules and all changes and rescissions thereof shall be approved by 
the Governor, and forthwith printed by the Commission for distri- 
bution, and one copy thereof sent to each officer, or board of officers, 
having the right to appoint or employ any person in the public 
service under this act. If the Governor does not act on a rule or 
change in a rule, within ten days after submission, then such rule 
or change shall become effective as though approved. 

Sec. 10. The rules shall not be inconsistent with law, may be 
of general or limited application, and, among other things, shall 
provide^, as nearly as the conditions of good administration will 
warrant, as follows : 

First, For the classification of the offices, positions and em- 
ployments to be filled. 

Second, For open and competitive examinations to test the 
practicable fitness of applicants. 

Third, For appointment to positions requiring technical, pro- 
fessional or scientific knowledge or training, by non-competitive ex- 
amination when necessary. 

Fourth, For lists of eligibles based upon such examinations. 
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from which all vacancies shall be filled, and for requisition and 
certification. 

Fifth, For periods of probation before appointment or employ- 
ment is made permanent. 

Sixth, For provisional, temporary and emergency appoint- 
ments, and employments; for transfers, reappointments and rein- 
statements. ' 

Seventh, For increase of compensation, and promotion by suc- 
cessive grades upon ascertained merit, seniority in service and com- 
petitive examination. When practicable, vacancies shall be filled 
by promotion. 

Eighth, For suspension, reduction in grade or compensation, 

and discharge. 

Sec 11. All appointive officers and employes of the Civil 
Service of the State, and of all state departments and institutions, 
whether such departments or state institutions shall have been 
created prior to or may be created subsequent to this Act, shall be 
included in the classified service, except the heads and chief dep- 
uties of such departments and institutions, janitors, common la- 
borers, officers and employes of the General Assembly, judges of 
courts of record, clerks of courts of record, members of 
boards or commissions appointed by the Governor, employes 
of the Governor's office, appointees to fill vacanies in elec- 
tive offices, deputies of elective, officers now or hereafter 
designated by law, officers and instructors in public schools 
and educational institutions not reformatory, penal or charitable 
in character, the professional assistants of the attorney general, 
attorneys at law, attorneys for boards and commissions, one stenog- 
rapher for each judge of the supreme court, one stenographer for 
each judge of the court of appeals, and stenographers and reporters 
of courts of record, and one stenographer for the head of each 
department; PROVIDED, that in the case of a vacancy in a posi- 
tion in the competitive class where peculiar and exceptional quali- 
fications of a scientific, managerial, professional or educational 
character are required, and upon satisfactory evidence that com- 
petition in such cases is impracticable and that the position can best 
be filled by selection of some designated person of high and recog- 
nized attainments in such qualities, the commission may suspend 
the provisions of the statute requiring competition in such cases, 
and all such cases of suspension shall be reported in the annual 
report of the commission with reasons for the same, and all such 
cases of suspension shall not be general in character. 

Except as otherwise provided in the Constitution, all appoint- 
ments to positions in the classified service made in accordance with 
the provisions of the Civil Service law, shall be without reference 
to the Senate, and for good behavior. 

Sec. 12. Every applicant for examination, shall pay the State 
Treasurer the sum of One Dollar, to be placed to the credit of the 
Commission, in a special fund for the purpose of defraying, so far 
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BJ3 possible, the expense to be incurred hereunder, and no one shall 
be examined until he or she exhibits the Treasurer's receipt 
therefor. 

Sec. 13. All examinations shall be absolutely impartial, prac- 
tical in their character, and with paramount regard to matters 
which will fairly test, the relative capacity and fitness of ^he per- 
sons examined for the service which they seek to enter. 

No statement in any application, recommendation, or question 
in any examination shall relate to political or religious opinions or 
afiiliations, and no appointment or selection to office, or employ- 
ment within the scope of this act, shall be in any manner aflfecte'l 
or influenced by such opinions or affiliations. 

The Commission may refuse to examine, or after examination, 
to certify, an applicant, who is found to lack any preliminary re- 
quirement, established by rule, for the examination or position for 
which he applies ; or who is found physically unfit to perform the 
duties attaching to said position or who is addicted to the habitual 
use of intoxicating beverages to excess ; or who has been guilty of 
a crime or of infamous or notoriously disgraceful conduct ; or who 
has within two years been dismissed from the public service for de- 
linquency or misconduct; or who has intentionally made a false 
statement of any material fact or practiced or attempted to practice 
any deception or fraud in his application, or in his examination, or 
in securing his eligibility or appointment. 

Sec. 14. No person shall wilfully or corruptly, by himself, 
or in co-operation with one or more persons, defeat, deceive or ob- 
struct any person in respect to his or her right of examination, or 
falsely mark, grade, estimate or report upon the examination or 
proper standing of any person examined hereunder, or aid in so 
doing, or make any false representation concerning the same, or 
concerning the person examined, or furnish to any person any spe- 
cial or secret information for the purpose of either improving or 
injuring the prospects or chances of any persons so examined, or 
to be examined; or impersonate another person, or permit or aid 
another person to impersonate him in any application, examination 
or registration. 

Sec. 15. Whenever there is an appointment to be made in the 
classified service under this Act, the appointing officer or power 
shall make requisition upon the Commission for the names of eli- 
g:ible persons, specifying the nature of the position to be filled, and 
upon receipt of such requisition, the Commission shall certify the 
names of the three (3) persons standing highest upon the most ap- 
propriate list ; and one of the persons so certified shall be appointed. 
In case the requisition, or any law or regulation, shall designate 
sex, only that sex shall be certified; otherwise sex shall be disro- 
garded. 

Sec. 16. Discharges from the classified service, or reduction 
in grade or compensation, or both, may be made for any cause not 
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political or religious, which may promote the efficiency of the serv- 
ice, but such cause shall be specifically stated in writing by the 
authority making the discharge or reduction ; and the person to be 
discharged or reduced shall be furnished a copy of the specifica- 
tions, and be allowed a reasonable time to file an answer thereto. 
A copy of the order of discharge or reduction, the specification and 
answer shall be made a part of the record of the division of the 
Civil Service in which the discharge or reduction is made, and 
copies of these papers shall be filed by the said authority with the 
Commission immediately on being issued or received. 

Sec. 17. No person in the public service shall, for that 
reason, be under any obligation to contribute to any political fund, 
or to render any political service, and shall not be removed or other- 
wise prejudiced for refusal to do so. 

No officer or employee of the State shall discharge, promote, 
degrade, or in any manner change the official rank or compensation 
of any other officer or employee, or promise or threaten to do so for 
giving or withholding or neglecting to make any contribution of 
money or other valuable thing, for any political purpose, or for 
any political reason whatsoever. 

Sec. 18. No person, while holding any public office or em- 
ployment in the service of the State, or in nomination for or, while 
seeking a nomination or appointment for any office, shall corruptly 
use, or promise to use either directly or indirectly, any official au- 
thority or influence, whether then possessed, or anticipated, in the 
way of conferring upon any person or in order to secure or aid any 
person in securing any office or public employment, or any nomina- 
tion, confirmation, promotion or increase of salary, or to interf erf3 
with any election, upon the consideration or condition that the vote 
or political influence, or the action of. the last named person, or any 
other, shall be given or used in behalf of any candidate, officer or 
party, or upon any other corrupt condition or consideration. 

Sec. 19. The Commission shall maintain in its office as a pub- 
lic record, a complete roster of all persons in the Civil Service af- 
fected by this Act. The roster shall show in connection with eacli 
name, the date of appointment, employment, promotion, reduction 
or reinstatement, the compensation, title of the position and the 
nature of the duties thereof and the date and causes of any termi- 
nation of such employment. 

Sec. 20. All officers, boards and commissioners of the State, 
shall furnish all reasonable information upon request for said ros 
ter, and report immediately to the Commission every change oc- 
curring in any office, position or employment covered by this Act. 

Sec. 21. The Commission shall certify to all auditing officers 
or boards affected by this Act, the name of every person in the 
classifled service for whom it is the duty of such auditing officers or 
boards to issue a warrant, stating in each case the character and 
date of commencement of service, compensation and any change in 
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such service. No auditing officer or board as aforesaid shall issue a 
warrant for the payment of any compensation to any person in the 
classified service not so certified. Any payments contrary to the 
provisions of this Act, and of the rules hereunder, may be recov- 
ered from any officer or member of a board signing or countersign- 
ing warrants therefor, or from the sureties on the official bond of 
such person or persons, in an action brought by the State, or by 
any taxpayer for the use of the same. 

Sec. 22. Any person occupying any position in the service 
of the State who shall violate any of the provisions of this Act or 
the rules hereunder, shall be discharged from such position and 
shall be ineligible to reinstatement therein, or appointment to any 
other branch of the public service for two years thereafter. 

Sec. 23. Whoever makes an appointment to office or selects 
a person for employment, contrary to, or wilfully refuses or other- 
wise neglects to comply with the provisions of this Act or of any 
rule hereunder, shall be deemed guilty of a misdemeanor and for 
each and every offense, shall, upon conviction, be punished by a fine 
of not less than one hundred dollars nor more than fifteen hundred 
dollars, or by imprisonment for a term of not less than one month, 
nor more than one year, or both fine and imprisonment. 

Sec. 24. The salaries of officers and employees of the Com- 
mission shall be paid at the end of each month upon certificate made 
by the Commission to the Auditor of State, who shall draw his war- 
rant upon the State Treasurer, and other sums shall be paid upon 
proper audit and certification by the State Auditing Board. 

Sec. 25. The Civil Service Commissioners are hereby author- 
ized to hold examinations for position other than temporary or pro- 
visional appointments at the county seats of such various counties 
throughout the State as the 'Commissioners may deem most con- 
sistent with a policy of distributing Civil Service appointments 
throughout the State ; and for the purpose of such examination, the 
Commissioners may deputize the County Superintendent of Public 
Instruction in such various counties to act as special examiner with- 
out compensation under such rules as the Commissioners may adopt, 
not contrary to law. 

Sec. 26. As soon as this Act shall go into effect, the present 
board of Civil Service Commissioners shall deliver all books, docu- 
ments, records and forms in their possession to the Secretary of 
State, who, in turn, shall deliver the same to the board of Civil 
Service Commissioners formed by this act, as soon as said board 
shall have organized. 

It is hereby specifically provided that all certified lists in pos- 
session of the present board of Civil Service Commissioners, the sur- 
rendering of which to the Secretary of State is herein provided for, 
are hereby declared to be null and void and of no force and effect ; 
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Provided, however, that nothing in this Act shall be construed to 
remove from the protection of the Civil Service any officer or em- 
ployee in the service of the State at the time this act shall become 
effective and who shall have previously been appointed to his pres- 
ent position as the result of a competitive examination, unless such 
cfiScer or employee be holding a position which is exempt from the 
classified Civil Service by Section 2 of this Act. 

Sec. 27: That an Act of the General Assembly entitled '*An 
Act in relation to Civil Service in the State institutions and Munic- 
ipalities,'* Approved March 30, 1907, and an Act of the General 
Assembly entitled '*An Act to amend an Act entitled *An Act in 
relation to Civil Service in State Institutions and Municipalities, 
approved March 30, 1907,' '' so that the title will read, **An Act 
.relating to Civil Service,'' and to amend Sections 3, 10, 17, and 21, 
and to repeal Section 11 of said Act, ' ' adopted by the people of the 
State of Colorado, effective January 22, 1913, be, and each of the 
same is, hereby repealed. 

Sec. 28. The General Assembly hereby declares this law is 
necessary for the immediate preservation of the public peace, healtli 
and safety. 
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